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PROLOGUE
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Dear Committee Member:

This publication is designed to provide
unified theocratic direction to Branch and
Country commitlee members worldwide.
This manual also serves as a helpful refer-
ence for Governing Body members, help-
ers to Governing Body committees, and
headquarters representatives. Each broth-
er who is provided with a copy of this
manual should read it thoroughly from
time to time so as to stay up-to-date with
theocratic policies and procedures. Elders
at Bethel should be foremost in recogniz-
ing theocratic instructions, studying them,
and applying them diligently.—Gen. 6:22;

Ex. 7:8;, 39:32; Josh. 1:8; 14:5;
Prov. 1:5; John 14:31; 1 Cor. 4:17; Jas.
1:22.

Branch and Country committee mem-
bers should especially be well acquaint-
ed with organizational instructions so that
they can help others at Bethel and in
the field to accomplish their ministry fully.
(2 Tim. 4:56) If because of legal restrictions
or some other exceptional curcumstance it
appears to the committee that a parttcu-

lar organizational pelicy or pmgedure cahz.

not be implemented locally, the committee
should explain matters clearly‘in writing to
the Governing Body or,to the appropnate
Governing Body commrﬂee and awﬁat fur-
ther direction. -

Each Branch »and Country committee
member is_to be provided with a printed
personal capy of thlS‘ manual. If it will be
helpful to.himj.a committee member may
also»abtarn aepersonal copy of Branch Or-
gamzat:on in énother language if available.
sifa’ rother o serves as a secretary to
3 your committee or to a committee member
needs the manual for his work, he too may
‘rece@e it. This approval applies to printed
“srelectronic versions of Branch Organiza-
tion in any language, including access in
the Bethel edition of Watchtower Library.
Care should be taken to ensure that the
material is made available only to these au-
thorized brothers, since the content of

this manual is confidential and is not to be
shared with those outside of Bethel.

The partions of this manual that apply to
a Bethel department should be made avail-
able to the department overseer. In
turn, any Branch Organization instructions
that apply to those working in the de-
partment should be made available to the
members of the department.

When revisions to this manual are re-
ceived, the updated pages should be
placed in the manual and the old pages
promptly destroyed. At times, g_}fetter from
the Governing Body or one of its commit-
tees will set forth updated direction that will
supersede the: dJrecﬂon herein until revised
Branch Orgamzat.ron pages are made
available. All should be alert to follow the
Iatest mstrucLons

In addltlon to being acquainted with this

“mianual, committee members should keep

u;_.;);to—dafe with the Scriptural principles
and . theocratic direction provided in
Dwelling Together in Unity, the Walch-

tower and Awake! magazines, Our King-
“dom Ministry, Organized to Do Jehovah'’s

Will, “Shepherd the Flock of God"—1 Pe-
ter 5:2, Circuit Overseer Guidelines, Cor-
respondence Guidelines, and other poli-
cy materials. This includes letters that are
sent to all branch offices and letters sent
to individual branch offices in response to
local needs.

Please be assured that we appreciate
your hard work in looking after Kingdom in-
terests in your part of the world field.
(1 Pet. 5:2, 3) It is our prayer that Jeho-
vah will grant you “the wisdom from above"
to care properly for your many responsibil-
ities, all to the praise of our Great Shep-
herd.—Jas. 3:17, 18; Ps. 23:1.

Your brothers,

Govering Body
of, Jebisak s Witwsses
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CHAPTER 1

GOVERNING BODY
AND GOVERNING BODY

COMMITTEES

1. Governing Body: The Governing
Body of Jehovah's Witnesses is made up
of brothers who are anointed servants
of Jehovah God. They have the responsi-
bility for giving direction and impetus to
the Kingdom work. (Matt. 24:14, 45-47;
Rev. 12:17) Like its first-century counter-
part, the Governing Body today looks to
Jehovah, the Universal Sovereign, and to
Jesus Christ, the Head of the congrega-
tion, for direction in all matters. (1 Cor.
11:3; Eph. 5:23) The Governing Body is
organized to take the lead as Jehovah di-
rects it by holy spirit. The members of
the Governing Body do not regard them-
selves as the leaders of Jehovah's peo-
ple. Rather, like all anointed Christians
on earth, they “keep following the I..amb
[Jesus Christ] no matter where he gnes
—Rev. 14:4.

2. The Bible says: “Let all things-take
place decently and by arrangement.”
(1 Cor. 14:40) The GoverningBady obeys
this direction by putting in place various
helpful procedures and guidelines that
ensure the smooth and erderly opera-
tion of the, branch offices and the con-
gregations. Reqponmble Christian men
do their part by setting an example
of obedience:as they put such arrange-
ments into effect. All Christians, espe-
cially overseers, should look to Jehovah
for guidance and should pray regularly
for his direction and blessing. All should
show themselves “reasonable, ready to
obey” those placed in oversight. (Jas. 3:
17) Thus, each group, congregation, cir-
cuit, and branch is blessed with a unit-
ed, orderly body of believers who reflect
well on the happy God.—1 Cor. 14:33;
1 Tim, 1:11.

3. While the Governing Body delegates
certain details or responsibilities to com-
mittees made up of its own members, to
committees made up of other dedicated
servants of God, or to instruments such
as corporations and legal agencies, the
Governmg Body always takes the lead
in promoting the smooth functromng of
the organization and the unity of.all of
God’s people.~Acts 6:1-6; 1 Tim: 1:3; Ti-
tus 1:5; Heb. 13:47; w01"1/15 pp. 28-31.

4. The Governing Bagy gives final ap-
proval for new publications as well as
new. audlo and video programs.

5. The Guvcmmg Body cares for the

‘-"'appomn'nent and deletion of Branch
and Country committee members and

designates the brother who will serve

“as the coordinator of the committee, It

also appoints circuit overseers and
country representatives. In most cas-
es, such appointments are made based
on recommendations received from the
Branch Committee. The Governing Body
also appoints helpers to Governing Body
committees as well as headquarters rep-
resentatives qualified to make branch
visits.

6. The Governing Body may arrange
for qualified men to care for theocratic
assignments in any locality at any time.
It is not bound by recommendations re-
ceived from other elders. Such recom-
mendations serve merely as a guide and
may even be rejected for reasons known
to the Governing Body. The Govern-
ing Body has the prerogative to use its
discretion and look into any matters it
deems necessary to examine with regard
to the Kingdom work.

EXH.029.028.0005_R
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7. To oversee various aspects of the
Kingdom work, six administrative Gov-
erning Body committees have been es-
tablished. [See Chart 1.1.] Their respon-
sibilities are as follows.

8. Coordinators’ Committee: This
committee oversees legal matters and
the use of the media when necessary to
convey an accurate picture of our be-
liefs. Tt responds to disasters, outbreaks
of persecution, and other emergencies
affecting Jehovah’s Witnesses anywhere
in the world. In general, all computer-
related issues are also cared for by this
committee. However, the Writing Com-
mittee oversees matters having to do
with the development and maintenance
of computer programs and tools used to
process and translate publications and
to publish them in electronic format, in-
cluding MEPS, the Watchtower Transla-
tion System (WTS), Walchtower Library,
and jw.org,. r-

9. Personnel Committee: This com-_:-"

physical and spiritual wclfm;e*‘ and “assis=
tance of Bethel family members earth

mittee oversees the arrnngemcnt&for Ehp

wide. (Eph. 4:3; Phil. 21 Jas%ae.l.&-'lﬁ)
It oversees the selecting and, inviting of

new members of B’é\&e}’?amihe‘s, Bethel-
ites in foreign Sejvn:'e construction ser-
vants and_volu feprb%{*Assembly Hall
servants, ar.;‘t’l':imehuand full-time com-
mutersyand temporary volunteers and
haqdles qu({glmm regarding their ser-
wcé,\ Those in the aforementioned
 groups) Lwho become members of the
Worldwide Order of Special Full-Time
b

h Sewants and are under the vow of pov-
“erty are appointed by the Personnel
Committee.

10. Publishing Committee: This com-
mittee supervises the printing and ship-
ping of Bible literature worldwide. It
has oversight of printeries and proper-
ties owned and operated by the various
corporations used by Jehovah’s Witness-
es. Funding for branches is approved
and arranged for under the direction of
the Publishing Committee. It has over-

EXH.029.028.0006_R

sight of issues involving accounting, au-
diting, allowances, insurance, taxes, and
other financial matters for branch facil-
ities throughout the world, such as the
purchase or sale of real estate, equip-
ment, and vehicles. All Branch Requests,
Nonliterature Branch Requests, and other
budget approvals are processed and ap-
proved under the direction of this com-
mittee. It oversees arrangements for the
construction, renovation, and mainte-
nance of all the organization’s facili-
ties, including branches, remote transla-
tion offices, missionary homes, schools,
Kingdom Halls, and Asscmbly Halls.

i Expendlluréb of.u to USD 2,000~
000 will be approved by“the Publishing
Committee. Th‘g Governing Body, how-
ever, is. reapﬂnmblev for approving ma-
}nr real Estatc transactions and signif-
icant, con.struchun projects involving the

. _ngpndl_ture of more than USD 2,000,-

600 “Ifi most cases, Branch Committees
will present the details of such projects
to the Publishing Committee, and there-
afttr, the matter will be presented to the
" Governing Body.

12. Service Committee: This com-
mittee supervises all areas of the evan-
gelizing work comprising the activity
of publishers, pioneers, and missionar-
ies, as well as congregation organization
and the shepherding activities of elders
and circuit overseers. It appoints field
missionaries and assigns them to areas
of need. The Service Committee also
provides guidance to branch offices as
to the responsibilities of the Service De-
partment and supervises the prepara-
tion of Our Kingdom Ministry. Hospital
Information Services at world headquar-
ters as well as the activity of Hospital In-
formation Desks, Hospital Liaison Com-
mittees, and Patient Visitation Groups
is supervised by the Service Commit-
tee. Instructions on field service report-
ing are given by the Service Commit-
tee. It also assigns geographic locations
to a particular branch office and out-
lines the program for periodic branch
visits by headquarters representatives
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and branch shepherding visits by Gov-
erning Body members.

13. Difficult service-related questions
having to do with the formation of judi-
cial, appeal, and special committees as
well as problems involving congregation
members, elders, and circuit overseers
that cannot be handled by a Branch
Committee are referred to the Service
Committee. Specific cases in which the
standing of those in the congregations
might be affected are to be referred to
this committee.

14. While the Teaching Committee
oversees the preparation of the curric-
ulum for theocratic schools, the Ser-
vice Committee provides direction to
the branches on the operation and sched-
uling of the schools that are conducted
within their branch territories. The Ser-
vice Committee determines who may
be invited to attend the Watchtower Bi-
ble School of Gilead and the School for
Branch Committee Members and Their
Wives.

mittee supervises the production of spir-
itual food that is delivered orally for
the benefit of the worldwide brnther
hood and supervises the formats that
is to be followed at congregaf:lan meet-
ings. For example it is dtrectl,y mvolved
in preparing talk outlmes, . convention
costume dramas and sndnd-fmly drama
i

scnpl-a and recordmgs, convention chair-
man'’s 1ntroducL|0ns, as,}mWell as audio
and video. pubhca,tluns “that are distrib-
uted on DVD, posted on jworg or
broadcast through other means. These
materials are used for dispensing in-
struction at Bethel spiritual programs,
Public Meetings, circuit assemblies,
and regional conventions. The Teach-
ing Commillee also oversees the orga-
nization of international, special, na-
tional, and regional conventions around
the world as directed by the Governing
Body. In addition, this committee super-
vises the Scriptural curriculum for nine
theocratic schools, namely:

Watchtower Bible School of Gilead

School for Branch Committee
Members and Their Wives

School for Circuit Overseers and
Their Wives

School for Kingdom Evangelizers
School for Congregation Elders
Kingdom Ministry School

Bethel Entrants” School

Pioneer Service School
Theocratic Ministry School

16. The Theocratic Schools Depart-
ment works under the supervision of

the Teaching Committee and'‘assists in.

instructing students of the Watch,[io%x-
Bible School of Gilead. and the Schuol
for Branch Commltt,e’e Members and
Their Wives. o

17. Besides rewemng and approving all
new recommmdatm)‘ls of Morning Wor-
ship chalrmérL and instructors of the
School for j(mgd.pm Evangelm.rs, the
Teachmg Commlttee also handles inqui-

ries| Ermﬁ brarlches regardmg the above

15. Teaching Committee: This com- 4 matte‘i‘.s,

mcludmg queries  about
alternate source material for the Con-
g‘r(.gatlnn Bible Study in languages into
“which the main study publication has
not yet been translated. The Teaching
Committee reviews and approves pro-
grams for the dedication of new As-
sembly Halls and branch facilities, pro-
viding helpful guidelines for these
events, Guiding principles are also giv-
en to the branches on how to conduct
morning worship and the Bethel family
Watchtower Study. In addition, outlines
for Monday night lectures presented to
the worldwide Bethel family each ser-
vice year are reviewed and approved by
this committee.

18. Assisted by Audio/Video Services,
the Teaching Committee looks after
the audio/video needs of all branches
grouped under various Regional Audio/
Video Centers. The Teaching Committee
also oversees the Theocratic Schools De-
partment, the WHQ Travel Department,
and the Broadcasting Department. More

EXH.029.028.0007_R
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specific information about each depart-
ment is located in Chapter 7.

19. Writing Committee: This com-
mittee supervises the production of
spiritual food in written and electron-
ic form for our brothers and for the
public in general. It also develops
and maintains the organization’s Web
sites and oversees the translation work
done throughout the earth. This in-
cludes giving approval for the transla-
tion of audio and video programs from
English into additional languages.

20. The publications that the Writing
Committee supervises include Bibles,
the Watchtower and Awake! magazines,

EXH.029.028.0008_R

all bound books, booklets, brochures,
tracts, invitations, final copy for Our
Kingdom Ministry, and any revisions
of these. It also supervises the produc-
tion of public witnessing posters and
unique branch materials, such as ded-
ication and tour brochures and pub-
lic relations materials. This committee
also approves scripts for dramas, talk
outlines, and manuscripts. Addition-
ally, the Writing Committee responds
to questions about the meaning of
certain scriptures and points present-
ed in the publications, including gen-
eral questions about doctrines or mor-
als that do not deal \m\th spec;ﬁc cases
in which the *;Ifandn;lg othHbse in the
congregations mli,hﬁb"e",affeded

o~ t:-\
7
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CHAPTER 2

RESPONSIBILITY OF BRANCH
COMMITTEE MEMBERS

1. The Governing Body appoints well-
qualified elders to serve as members of
a Branch Committee. Each Branch Com-
mittee oversees the preaching work in
the field and the work in the branch
office within its assigned territory. As
the representatives of the Governing
Body in their assigned territory, Branch
Committee members must faithfully im-
plement and follow the direction com-
ing from God’s Word and “the faithful
and discreet slave."—Maltt. 24:45-47.

2. Each Branch Committee member
must feel a deep sense of responsibili-
ty to Jehovah, Thus, he must work dili-
gently to fortify and maintain his good
relationship with God. He must be a dil-
igent student of the Bible and be gov-
erned by its laws and principles in his

personal and public life. (Josh. 1:8; Ps.

1:2) He must be zealous for the minis-
try. (2 Tim. 4:2) He must be a fine ex-
ample in following Bethel rules, never
feeling that he is above them. ([-ieb 13:
17) His deep love and respect.for Jeho-
vah fuels his desire.to.be faithful in lit-
tle and in much. (Luke 16:10; 1 John 5:3)
He regognm‘s that his appointment by
holy spirit is‘a prmlegc and that it will
be taken away if he neglects his spiritu-
ality. (1 Tim. 4:14-16) His humble men-
tal attitude moves him to seek out and
listen lo the opinions of others, to take
the lead in showing honor, and to be a
peacemaker. (1 Ki, 22:19-23; Matt. 5:9;
Rom. 12:10; Phil. 2:5-8; Jas. 3:17, 18) Like
Christ Jesus, he finds joy in unselfish-
ly serving the interests of his brothers.
(Mark 6:31-34; John 13:14, 15; Phil. 2:4)
Such dedicated spiritual men are truly
gifts from Jehovah to shepherd his pre-
cious sheep.—Eph. 4:8, 11, 12; 1 Pet. 5:
2, 3.

3. Each Branch Commiltee member
should be able to give as well as to fol-
low direction. He must keep up-to-date
with the policies and direction from the
Governing Body and help others in over-
sight at the branch office to do likewise.
While he will set a fine example in be-
ing willing to work along with his broth-
ers at any task, he will not try tordo all
the work himself. He will delt_gate work
in a responsible way, helping other spir-
itual men to be lramed and to gain ex-
perience so that they too can shoulder
weighty responmb;l_l_t;e;,

4. Branch Committees also have the re-
sponSIbﬂItV to keep the organization
cléan, (1.Cor.5:11-13) They must be cou-
rageous in ﬁecing to it that all unrepen-

tant ones are removed from the congre-

galuzm Such courageous action builds
up respect for the branch office and the
Branch Committee. Our brothers should
always feel welcome to come to the
branch office with any concerns or prob-
lems that they may have and be confi-
dent that they will receive a hearing ear.
—Prov, 21:13.

5. Dealing With People: Each mem-
ber of the Branch Committee should al-
ways treat his fellow servants with love,
kindness, respect, and dignity. (Eph. 4:
32; 1 Pet. 4:17) He must maniflest a
warm and friendly disposition, being
careful never to be harsh or unkind.
(Eph. 4:31; Col. 3:8) If, on account of im-
perfection, he errs in word or deed, he
will be quick to admit his fault and apol-
ogize. (Matt. 5:23-25) Following in the
steps of Christ Jesus, he provides an ex-
ample in honoring others and pursuing
peace.~Rom. 14:19; 1 Pet. 2:21.
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6. Branch Committee members do not
view themselves as superior to their
brothers and thus do not desire to be
served or feel entitled to special treat-
ment. (Matt. 20:25-28; 23:6-12; 2 Cor. 1:
24) As they seek to imitate Christ Jesus,
their lowliness of mind makes them re-
freshing and upbuilding to those work-
ing under their oversight.—Matt. 11:28-
30; Phil. 2:3.

7. Members of the Branch Committee
should be willing to handle problems,
taking time to hear both sides and be-
ing cautious never to leave even the im-
pression of partiality or favoritism.
(Deut. 13:14; Jas. 2:9) They must keep
confidential those matters told them in
confidence and not talk to their wives
or others about individuals’ problems or
confidential matters of the organization.
—Prov. 25:9.

8. Counsel should not be given hasti-
ly. (Prov. 18:13) If unsure of the r:qﬁ'n—

sel of God’s Word, it is best to conault-

with others and do research be_fore’” M

swering. (Prov. 15:22, 28) | If'a Bﬁhnch’

Committee member has a «tendcncf to
speak hastily and later" to éhangg his
mind as to the courSe he first a&wsed
the brothers will soon lose confidence in
his soundness ‘of judgment If we read
directly from the Scriptures when offer-
ing counsel,, We make clear that God's
Word istthe authonty for making deci-
sions and that we are not simply giving
a parsonal vmwpomt —2 Tim. 3:16, 17.

9. If, a Branch Committee member is
a foreigner in the country where he
“userves, he should recognize that the lo-
cal people have a measure of pride in
their land, their culture, and their way
of doing things. Whether a foreigner in
the country or not, a Branch Committee
member should never take the position
that the people he serves are beneath
him, speaking to them as inferiors. In-
stead, as their humble fellow servant,
he must work hard to develop apprecia-
tion for the local people and their cul-
ture, being willing to adapt himself so as

4
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to win their love and respect.—1 Cor. 9:
20-23.

10. Nothing contributes more to the
happiness of our brothers than the con-
viction that they are loved and appreci-
ated. (1 Cor. 8:1; 13:4-8) Continue to re-
flect Jehovah's great love for his sheep.
To that end, committee members should
make regular personal visits to each de-
partment, speaking briefly with each
worker, sharing words of appreciation
and encouragement,

11. Makeup of a Branch Commit-
tee: In small branches%:l may be suf-
ficient to have three members form the
Branch Comnuttee ﬁwwer, in large
branches with pn.nfmg Upt.ratlom, ex-
tensive, terrltdnes or a variety of lan-
guages, ‘ﬁve or More members may be
needed. 1( i, desirable that one or more
men?ﬂ‘gers of the Branch Committee be
»cmze;;ls the country where the branch

located. Nevertheless, in all cases,
apmmal qualifications should be viewed
as'of greatest importance.

12. The appointment as a member of
the Branch Committee or to a position
of oversight in the branch organization
is not for any specified period of time.
Having in mind the advancement of the
Kingdom work, the Branch Committee
may at any time recommend lo the Gov-
erning Body a new appointment, a re-
moval, or the reassignment of individu-

als.

13. Oversight Responsibilities: The
Branch Committee prayerfully deter-
mines the distribution of oversight re-
sponsibilities for the individual
members of the committee. These as-
signments should take into consider-
ation each brother’s age, strengths, ex-
perience, and personal circumstances.
(Rom. 12:3-8; Rev. 1:20) A Branch Com-
mittee member would usually serve as
the day-to-day overseer or assistant over-
seer of a key department. The mem-
bers of the committee may also serve
as Branch Committee contacts for addi-
tional Bethel departments. A committee
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member should serve as the overseer of
the Service Department. (See 6:35) Usu-
ally another Branch Committee member
would serve as the Translation Depart-
ment overseer. A committee member
would usually serve as the Bethel over-
seer in a larger branch office, since his
role involves the general oversight of
all Bethel Home operations. In printing
branches, the printery overseer is usual-
ly a member of the Branch Committee.
The Branch Committee should consid-
er these matters carefully so that there
is a balanced distribution of oversight
responsibilities. Adjustments should be
made as needed in order to promote
good order, the peace of the Bethel fam-
ily, and the advancement of the King-
dom work.—1 Cor. 14:33, 40.

14. When adjustments in oversight are
made, the brothers and sisters working
in each Bethel department should be
clearly informed as to the brother serv-
ing as the department overseer, the as-
sistant overseer(s) and, if applicable, the
Branch Committee member designated
as the contact for the department. Each

Branch Committee member should take

an active interest in those workingin

the departments that he is overseemg '

He should endeavor to meets wcekiy
with the department overseers under his
oversight. -_-.'_\_ ¥o

15. Because of age or lnﬁrmil'yﬂ some
members may bec_gme ‘unable to accept
all assignments in connection with the
Branch Com.m_:ttee If so, Lhe committee
may wish £0 récomimend an addition-
al member to help, with the workload.
Nt.'verthel(_:-.;., the older and experienced
members may'be retained on the com-
mittee to share their wisdom and in-
sight. (Prov. 16:31) In line with the
above, it is not necessary for every mem-
ber to take the chairmanship in rotation.
Brothers 80 years of age or older are
not to serve as coordinators of Branch
or Country committees or as overseers
of departments, nor are they to serve as
contacts for departments. However, dig-
nified assignments should be found for
these older brothers. (1 Tim. 5:1, 17)

For example, they may serve as assis-
tant overscers if their circumstances
permit. Older brothers should be keen-
ly interested in passing on their wisdom
and experience lo those with whom
they work. (2 Tim. 2:2) In larger depart-
ments, two brothers could serve as assis-
tant overseers if needed. A department
overseer or Branch Committee coordina-
tor who is not yet 80 years of age might
modestly decide that it would be best to
have a younger brother take on that role.
(Mic. 6:8) If so, it would be good for the
Branch Committee to take the request
into consideration to ensure a smooth
transiion.—See 6:35.

16. Branch Committee Coordina-
tor: Each Branch Committee has a coor-
dinator appointed. by the Governmg
Body. He is responsible for coordinating
the work of the committee and for any
departments that fhc Branch Commit-
tee places under his’ O"El"ilght He is re-
sponsible for sendmg reports and corre-
sponﬂence to the Governing Body and
also fUl“kLeplﬂg the Branch Commit-
tee informed of all communications re-
ceived from the Governing Body. Branch
Committee coordinalors and those over-

seeing various departments will find it

helpful to keep a calendar of activities.
This will assist them in making sure
that important matters will be handled
on schedule and not be overlooked. The
Branch Committee coordinator is re-
sponsible for seeing that the minutes
of each Branch Committee meeting are
kept, showing the date of the meeting,
those present, the points considered,
and the decisions reached.

17. Branch Committee Chairman:
There is a chairman at each Branch
Committee meeting. The chairmanship
rotates annually on January 1. The ro-
tation is usually handled alphabetical-
ly. The chairman arranges for the agen-
da to be prepared and distributed to
each member of the Branch Committee.
The members should receive the agenda
well in advance of the meeting so that
they have sufficient time to prepare

EXH.029.028.0013_R
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thoroughly and to give meaningful in-
put. The chairman should notify all
members as to the time of the meeting.
He will also indicate on the agenda who
is assigned to open and close the meet-
ing with prayer. He ensures that there is
good order and, along with the Branch
Committee coordinator, sees that com-
mittee decisions are carried out in a
timely manner.

18. Branch Committee Meetings:
The Branch Committee decides when
to hold its regular meetings. The com-
mittee should not postpone giving at-
tention to its responsibilities or delay in
providing direction needed to expedite
the work. In nearly all cases, the Branch
Committee will meet weekly, but spe-
cial meetings may be held when need-
ed. In small branches, meelings can be
held less frequently according to what
may be practical and also depending
on the location of the members of the
Branch Committee. For obvious reasons,
it is good if all members of the Branch.
Committee can live close enough to the

branch to be generally available’ forsuch:,
meetings. Minutes should be kept of all’

Branch Committee meetings. If a mem-
ber is indisposed or absent, ~1h(. commit-
tee can still function if a:majority is pre-
sent.—See 2:38, b

19. The Branch Commlttee may invite
other mdlv‘idua'ls to come to its meet-
mgsé?for censu]l:atmn or to present infor-
mation that | will 5hu..lp the committee in
,tcaéhmg degisions.

._,‘._.

20. Branch Committee decisions
"':. should be unanimous. In any significant
“ease in which a decision is not unani-
mous, the Branch Committee should
write to the appropriate Governing Body
committee for direction. Pertinent de-
tails should be provided, including an
explanation as to why some members
of the Branch Committee are for a mat-
ter and why some members are against
it. Providing the names of those who
are for and those who are against a cer-
tain decision is helpful. The committee
should prepare one letter and send it to

EXH.029.028.0014_R

the appropriate Governing Body com-
mittee. If individual members wish to
submit additional comments, these
should be sent along with the letter
from the Branch Committee. If need-
ed, the Governing Body committee will
seek direction from the entire Govern-
ing Body. If, in rare cases, the urgency of
a situation does not allow sufficient time
for the Branch Committee to send a let-
ter to the Governing Body explaining
the details and differing points of view,
the majority decision of the Branch
Committee should stand until further
direction is received.

21. If the Branch Committee deter-
mines that a particulat:decision is of
major importance, it should not decide
the matter but send it to the appropri-
ate Governing Body committee with its
observations and recommendations. (Ps.
19:13%Prov. 11:2) This procedure is to

" béfollowed even when the committee is

ﬁn@imo'us as to how the matter should
be handled. When the Branch Commilt-
tee writes about a weighty matter, the

“coordinator should make it clear in the

letter that the Branch Committee mem-
bers who were present have read the let-
ter and that they are in agreement with
its content. The names of any Branch
Committee members who were absent
should be indicated as well.—See 2:39;
3:3; 6:40.

22. Unity on Branch Committees:
From time to time, Branch Committee
members may experience personal dif-
ferences with one another. This often
occurs when a brother imposes his per-
sonal opinion or preference on others.
Of course, responsible brothers may oc-
casionally have a difference of opinion.
Despite such differences in thinking,
they must continue lo work together in
love and with mutual respect.—Col. 3:
13, 14.

23. Branch Committee coordinators
should especially be conscious not to
impose their opinion or preference on
others in decisions that should be made
by the entire Branch Committee. If a
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member of the Branch Committee lives
outside of Bethel, he should be part of
the decision-making process to the ex-
tent possible and not simply be in-
formed after the fact about decisions
that were made.

24. If the peace and unity of the com-
mittee are threatened, each member
must examine himself carefully to deter-
mine what adjustments he must person-
ally make in order to display “the wis-
dom from above.” (Jas, 3:17, 18) While
it is easy to see the faults of others, it
takes a mature Christian man to look
carefully into the mirror of God’s Word
and see his own faults clearly and then
work to change. (Jas. 1:23-25) While
one or more members of the committee
may feel that they are not part of the
problem, all must be part of the solu-
tion. Therefore, each one should suppli-
cate Jehovah for His divine help to re-
solve the problem, never allowing place
for the Devil. —Eph. 4:26, 27.

25. Continue to work together united-
ly as a commitlee in peace and unily,
cooperating closely as a body of mature
brothers. (Ps. 133:1; Phil. 2:1-4) “Take
the lead” in honm’mg one another.

(Rom. 12:10) Much is expected of those
who have been put in charge, of mﬁch

(Luke 12:48b) The Bethel farmlv notlce

the way you deal with one anether.and
imitates your examplé; whethcr positive
or negalive.

26. Recommendations to the Gov-
erning Body: If lhe Branch Commit-
tee wishes:to recommend the appoint-
ment or deletion of a circuit overseer or
a country representative, the form Rec-
ommendations to Governing Body should
be completed and sent to the Govern-
ing Body. While the Branch Committee
should give careful and prayerful con-
sideration to the qualifications of each
brother being recommended (and, if
married, the brother’s wife), extensive
additional comments in a separate let-
ter are not needed unless there is some-
thing significant to report aboul the

brother (or his wife) that the Governing
Body should know when considering
the recommendation. The wives of such
brothers should not be listed on the rec-
ommendation form.—See 2:49; 6:139.

27. All members of the Branch Com-
mittee who are in agreement should
have their names listed at the bottom of
the recommendation form. If a member
of the Branch Committee was not pre-
sent when the recommendations were
considered, then the word “absent”
should be shown next to that brother’s
name at the bottom of the recommen-
dation form. A copy of the form will be
returned to the branch office if the ap-
pointments and/or deletions are ap-
proved by the Goverping Body.—See
2:30.

28. Appointments arld Deletions of
Branch and Country Committee
Members: It is preferred that broth-
ers being considered for appointment to
the Branch or Courttrv committee altend
Gilead School _before the recommenda-

tioriis mades I the case of Bethel broth-

ers with such potential who are not
able to read, write, and speak English
ﬂuenﬂy such brothers and their wives,
if married, could be invited to attend a
future class of the School for Kingdom
Evangelizers so that their potential can
be further evaluated and their spirituali-
ty deepened. If a branch visit is planned
in the coming months, it is usually best
to discuss recommendations about pro-
spective committee members with the
headquarters representative before sub-
mitting a recommendation form to the
Governing Body. In addition to the rec-
ommendation form, the Branch Com-
mittee should supply the Governing
Body with a covering letter explaining
the reasons for the recommendation
and, if available, the headquarters repre-
sentative’s comments.

29. A newly appointed Branch or
Country committee member who is
fluent in English and, if married, whose
wife is also fluent in English will be
scheduled by the Service Committee to

EXH.029.028.0015_R


samantha.gallagher
Sticky Note
None set by samantha.gallagher

samantha.gallagher
Sticky Note
MigrationNone set by samantha.gallagher

samantha.gallagher
Sticky Note
Unmarked set by samantha.gallagher


attend a future class of the School for
Branch Committee Members and Their
Wives.

30. Appointments and Deletions of
Circuit Overseers: See 6:99, 137-139,
148-154 with regard to the qualifications
and training of prospective circuit over-
seers. In cases of death, judicial action,
pregnancy, or resignation for health rea-
sons, the Branch Committee is autho-
rized to process the deletion. Thereafter,
the Governing Body should be informed
of the deletion on the next recommen-
dation form that is submitted. For all
other reasons, the Branch Committee
should submit to the Governing Body
the usual form with a covering letter ex-
plaining the recommendation to delete a
circuit overseer. The Branch Committee
must await approval from the Governing
Body before informing him about his ap-
pointment or deletion.—See 2:26-27.

31. Know the Organization: Brané'H

Committee members, whether in a'large *

or a small branch, should seek,to be-
come acquainted with all thc‘ npt.r'attons
carried on at the branch. T{ley should
research how the work can beé dqne in
the most effective and be':ﬁefc?al way
and do all they reasona‘bly can to help
it to be done'in that way. A Branch
Committee, should' ‘knnﬂ' if the brothers
are accomphqhmg the best work they
can and, if,they are not, the committee
may, be able) to show them how to do
betfer The members of the Bethel fam-
"11y shotld love their work and want to
see it improve and increase.

. L4

“32. Branch Committee members
should also be interested in all facets
of the Kingdom work in the field and
should seck to expand the preaching
work and carry it out in the most effec-
tive way.

33. Communication During Dif-
ficult Times: If a country should be-
come isolated by war or other adverse
conditions and it is impossible, at least
for a time, to have any communication
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with the Governing Body, the Branch
Committee will carry on in looking af-
ter Jehovah’s sheep. Especially in a time
of trouble, it is important for the sheep
to have spiritual food and guidance. En-
couragement should be given them to
have regular meetings and continue
worshipping Jehovah. If conditions al-
low, publications will be provided. If
new publications are not available, di-
rection can be given to review past pub-
lications and to study the Bible itself,
not forsaking assembling together, even
though it may be in small groups.—Heb.
10:24, 25.

34. If cundmum dew.lﬁop to the point
that any members of the Branch Com-
mittee are takcn away, those who re-
main shou.ld congider the qualifications
of other el ers who have proved them-
selves and have years of experience in

,-tlmwork and, if there is a possibility of
'eommumcatlon, make the recommen-

dation of these to serve as replacement
Branch Committee members. If com-

‘munication with the Governing Body is

not possible, the replacement elders can
be asked to serve temporarily, and they
can be made familiar with the functions
of the branch organization and share
in the shepherding of the flock. Every
effort should be made to have com-
mittee meetings from time to time,
depending on the conditions. If any in-
dividual member of the Branch Commit-
tee should find himself under surveil-
lance and it is not advisable for him to
try to meet with other members of the
committee, he may be able to send word
to them concerning his situation. In that
event, another elder may be asked to
step in temporarily to share in the activ-
ities of the committee. If conditions de-
velop to the point that it is impossible
to hold meetings because the committee
has been scattered, then each individ-
ual should continue to do what he can
to shepherd the flock, having in mind
what Jesus said as recorded at John
10:11-15 and remembering to seek the
guidance of Jehovah through prayer.
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35. Every effort should be made to
communicate with the Governing Body
if conditions will allow and if it will
not jeopardize the interests of the work.
The Branch Committee in each land will
know what the circumstances are and
will seek the guidance of Jehovah in
making a decision as to what is the best
course of action at the moment. The
Governing Body desires to receive the
reports and news concerning Christians
scattered throughout the world, but be-
cause difficult conditions may develop,
these provisions are set forth in connec-
tion with the functioning of the Branch
Committec.

36. It will be practical if communica-
tions sent to the Governing Body are in
English. Circumstances in some lands
may prevent this. If one who knows En-
glish is taken away, the Governing Body
will be pleased to receive communica-
tions in any language.

37. Country Committees: The Gov-
erning Body may determine Lhat a
Country Committee should be estab-

lished in certain lands to work un-.

der the oversight of a Branch Commit-

tee. A Country Committee is composed .

of mature Christian elders appomt—
ed by the Governing Body. Usually the
recommendations for Count: @ﬂm-
mittee members are made by the Branch
Committee. The brothers on the ‘Coun-
try Committee are rcspnnsihle for the
administration of the ofﬁce, Bethel
Home, remote trqnslathn‘ offices, and
literature depots in the country where
they serve, as well as for handling corre-
spundencc, fmanccb, and reports. Even
if there is no office in a particular coun-
try because of legal restrictions, the
Governing Body may appoint a Country
Committee to assist a Branch Commit-
tee to care for the Kingdom work in that
land.

38. The Governing Body designates
one brother to serve as the Country
Committee coordinator. That brother is
responsible for coordinating the daily
routine of work. A chairman will serve

in a rotational arrangement for a period
of a year, following the same pattern as
that for a Branch Committee. General-
ly, a Country Committee will meet each
week, or perhaps every second week,
depending on matters needing atten-
tion.—See 2:16-18.

39. While a Country Committee
should be guided by the same Scriptur-
al procedures and policies established
for Branch Committees, it must remem-
ber that it does not have the same au-
thority as a Branch Committee. There-
fore, the Country Committee members
should be modest and work cooperative-
ly with the overseeing Branch Commit-
tee for the advancement of the ng&om
work in the country where they serve.
(Prov. 11:2; 15:22) An} major: problems
or questions that the' Country Commit-
tee cannot resolve in line, with Branch
Orgamzanﬂn or other pohcy materials
should be referféditojthe Branch Com-
mittees The Country Committee will
cont@tt the ‘Branch Committee if there
is a dlsagreemént about how a matter
JShﬂuld e handlt.d even as a Branch
(_ummittee inquires of various Govern-

Boﬁy committees when the broth-
erswon the Branch Committee have dif-
fermg viewpoints on how something
should be done. (See 2:20-21.) The over-
seeing Branch Committee should feel
free to provide the Governing Body and
its committees with supplemental com-
ments or observations it wishes to make
with regard to recommendations being
made by a Country Committee.

40. A Country Committee is autho-
rized to answer questions that local el-
ders and circuit overseers may submit
in writing to the office regarding judicial
and other congregation or circuit mat-
ters. However, if there 1s any uncertain-
ty as to how a complicated or delicate
matter should be handled, the Country
Committee should communicate with
the overseeing Branch Committee.

41. Country Committees may arrange
for locations and times for circuit as-
semblies and regional conventions. The

EXH.029.028.0017_R
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Country Committee may care for the
selection of convention and assembly
speakers as is done by Branch Commit-
tees.—See Chapter 7.

42, With regard to appointing or delet-
ing special pioneers, the Country Com-
mittee is to make its recommendations
to the overseeing Branch Committee and
await its approval. Whether the Coun-
try Committee will tabulate the field ser-
vice reports or send them directly to the
Branch Committee for handling will be
determined by the overseeing Branch
Committee. Literature distribution to
the congregations should be handled as
directed by the Branch Committee,

43. The overseeing Branch Committee
will forward to the Governing Body
any recommendations submitted by the
Country Committee for the appoint-
ment or deletion of circuit overseers.

44. The general oversight of missionar-
ies and missionary homes is under the
direction of the Country Committees
However, such problems as illness an: ";El
leave of absence and any dl.lﬁﬂultlé? thdl‘.&v
require attention by a Governmg Body
committee should be {cBor'l*éd to the
Branch Committee Wlth tﬁege&inmem
dations of the Coqn Comxmtt(.c The
Branch Cummit,tce q@ turn, will write
to the approprlaf’e Governing Body com-
millee, pmv,;\\dmg fj]L details.

45, /The ha dligig of legal matters and
the sgistration of legal enlities will be
,.u.nd r the du‘erhnn of the Branch Com-
g rmttee "However, the Country Commit-
tee wgll be consulted as needed.

"46. All correspondence from the Coun-
try Committee intended for other
branch or country offices is to be sent
to the overseeing Branch Committee for
forwarding. When necessary, the Coun-
try Committee may write a letter to the
Governing Body or to one of its commit-
tees. However, the letter should first be
sent to the Branch Commiltee so that,
if necessary, the Branch Committee may
add its comments before forwarding the
letter to world headquarters.

»
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47. In a rare situation in which com-
munication with the Branch Committee
is not possible, it may be necessary for
the Country Committee to send infor-
mation directly to world headquarters or
to other branch offices. In cases where
communication with the Branch Com-
mittee or with headquarters is not pos-
sible, the Country Committee will give
the needed supervision to the Kingdom
work until conditions return to normal
and contact with the Branch Committee
or headquarters can resume, If there are
any relief measures to be taken in behalf
of the brothers, the Country Committee
will give the needed overslghb bearing
in mind the dlrechon that'is provided
herein rt.lated to sueh “aid—See 3:17.

48. Country"R'eﬁresentatlves. In
countriesiwhere there are a ';:gmﬁcant
number of publishers but where there is

no Braylch Committee or Country Com-

mi‘l'te'“é,«three qualified elders are ap-
pumled by the Governing Body to serve
as cauntry representatives. As a group,
the country representatives serve as ad-

‘visers, helping the Branch Committee to

stay in close touch with the local situa-
tion in the lands that the branch office
oversees. The brothers serving as coun-
try representatives are not considered
a Country Committee and do not func-
tion in any supervisory capacity. Coun-
try representatives do not qualify to at-
tend the School for Branch Committee
Members and Their Wives. Neverthe-
less, the Branch Committee should view
them as a helpful resource and periodi-
cally inquire of them, perhaps sending
a list of questions for them to consid-
er. (Prov. 15:22) The country representa-
tives should be discerning men who
can provide meaningful input on the
Kingdom work and local needs in the
country where they live. (Prov. 27:23;
Acts 6:3) Their input will be especial-
ly helpful when they notice conditions
or trends that endanger the brothers or
that threaten the Kingdom work in the
country, Those recommended could in-
clude special pioneers or circuit over-
seers. Flders who formerly served on a
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Branch Committee or a Country Com-
mittee in that land may be particularly
qualified. It is preferred that at least one
of the country representatives be na-
tive to the country. In a country with a
remote translation office, one of the
three country representatives might in-
clude the language overseer, the mainte-
nance overseer, or the home overseer.

49. Recommendations and deletions of
country representatives are submitted to
the Governing Body using the form Rec-
ommendations to Governing Body. (See 2:
26.) One of the three brothers should be
recommended to serve as the chairman
of the group. Once the Governing Body
confirms the appointment or deletion
of a country representative, the Branch
Committee should update the Admin
person record to reflect the start or
stop date of this role. The branch office
should provide newly appointed coun-
try representatives with a letter that ex-
plains their appointment and the basic
operation of the group as well as the
names and contact information of the
other two country representatives,

50. The country representatives may
meet at a convenient time and place
whenever there is a need or as direct-
ed by the Branch Committee. The group
is not given permanent office space or
computer equipment. Their period-
ic meetings should be arranged at any
convenient location that is available,
such as a Kingdom Hall, Assembly Hall,
or the home of one of the brothers as
long as confidentiality can be main-
tained. Such meetings should not inter-
fere with normally scheduled meetings
or assemblies. Upon request, the branch
office may reimburse reasonable travel
expenses for country representatlves to
participate in their periodic meetlngs
The group should open and clt)se their
meetings with prayer., A I:yped report,
uwally no more than one to two pages
in length and addresséd to the' Branch
Committee, shoulg be sufficient to con-
vey their qu observattons The chair-
man of the g?hp 'should keep a confi-
dential file of these reports for two
ycars. Re sorts older than two years
shoula ,I'g’e de§h'oyed since the branch
P cewill have its copies on file.

EXH.029.028.0019_R
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CHAPTER 3

COORDINATORS’ COMMITTEE

CORRESPONDENCE AND
COMMUNICATION

1. This section provides direction for
handling correspondence and communi-
cation between branch offices and with
world headquarters. For guidelines on
the handling of correspondence with
congregations and individuals in the
field, see Chapter 6.

2. Branch Committee’s Role: A
Branch Committee should feel free to
ask the Governing Body or one of its
committees any question related to the
Kingdom work in the territory under the
oversight of the branch office. It is best
that such questions be expressed clear-
ly and carefully in writing rather than
by telephone. The Branch Committee
should ensure that it has an arrange-
ment for handling correspondence ef-
ficiently.

3. The Branch Committee coordinator

should be especially attentive to matters
sent to and from the Governing Body
and its committees. Good communica-
tion between the coordinator and oth-
er Branch Committee mt.mber'; is essen-
tial so that all are mvo]ved and are aware
of direction being pmwded Numbered
letters sent to_the. Governing Body or
its committees should be signed by the
coordlnatur on béhalf of the Branch
Committee!; (See. 2:20-21.) Correspon-
dence should not be delayed unneces-
sarily. The urgency of some matters may
require that another committee mem-
ber sign the letter if the Branch Com-
mittee coordinator is not available. See
Chapter 2 for more information regard-
ing correspondence sent to the Govern-
ing Body and its commiltees.

4. Branch offices are authorized to
write to other branch offices and to
headquarters. However, branch offices

should not write to offices under the
oversight of another Branch Committee,
such as country offices, translation of-
fices, literature depots, and so forth, In
such cases, the correspondence should
be sent to the branch office that has
oversight. Country offices are authorized
to write to the branch office that over-
sees their work.

5. Desk Symbols: If many peoplé in
the branch or country office prepare cor-
respondence to be sent lo other depart-
ments, to the field, to other branch of-
fices, or to headquarters, it may be
practical for the branch office to use
desk symbols-on such CUIrESpUndLI'lCL
The use of desk symbuls serves to help
the branchroffice identify the author
and/or his secretary who prepared a

jparticular letter or memorandum. When
. a reply is received that refers to the
‘correspondence by desk symbol(s) and

date; the reply can be promptly rout-

“ed lo the appropriate desk. The Branch

Committee may determine the desk
symbol system that works best locally.
No more than three letters should be
combined to form each desk symbol,
such as ABA, SCA, HID. The Branch
or Country committee should see that a
confidential listing of the branch office’s
desk symbols is Kept up-to-date. The
desk symbol list is to be provided only
to those who need to consult the listing
for their Bethel work. It is not to be dis-
tributed to anyone outside of Bethel.

6. Correspondence Standards: All
correspondence should be dated and in-
clude the desk symbols of the writer(s)
as well as a subject or a regarding (“Re:”)
line. Since correspondence is sent elec-
tronically via the Branch File Transfer
(BET) system, it is not necessary to indi-
cate at the top “Via BFL." However, if it
is necessary to send the correspondence

EXH.029.028.0021_R
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by more than one means, this should be
indicated at the top, for example, “Via
Hard Copy and BFT." (See 3:16) If the
correspondence is truly urgent or time-
sensitive, this should be clearly indicat-
ed under the date. If the subject involves
another country or geographic location,
this should be indicated at the begin-
ning of the subject line. For example,
if the Russia branch office writes about
a matter in Belarus, the subject line
should commence with “Belarus—" fol-
lowed by the subject.

7. When only a very brief reply to cor-
respondence is needed, it is appropri-
ate to reply using a brief note at the
top of the received correspondence. This
note could convey an approval, a confir-
mation, or other minor detail. The note
should show the intended recipient,
those being copied, and the sender, as
well as the desk symbol(s) and date.

8. File Naming: A numbered letter or

memorandum and its attachments must
be given a proper file name so thaf the
documents are handled together: when‘
received through BET. Files produced :

using the Correspondence Module/in
Admin are named in accord w;bh the
standards set forth in this,chapter.
A word or brief phrase may be added
after the required file-name prefix. Care
should be taken $o. that the file name
does not reveal conﬁéenhal information.
In most ‘cases,’ @orrcspondence and the
absoualed attachments should not be
ﬁsent in a compressed folder.

9. Numbered Letters: All correspon-
dence between a Branch Committee
“and the Governing Body or one of the
Governing Body committees should
be sent by means of numbered letters.
[See Chart 3.1.] Branch Committees
should address a numbered letter to one
Governing Body committee only. The
letter number, letter date, and desk sym-
bols serve as a helpful reference to spe-
cific correspondence. For numbered let-
ters sent to the Governing Body and
its committees, each branch office uses
a number series that starts at 101 and
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continues sequentially until 9999. The
letter number series is not reset or re-
started each year. It is reset to 101 af-
ter letter number 9999 has been used.
Unique letter numbers will be used on
letters sent to Branch Committees but
will not necessarily be sequential. When
the Governing Body or one of the Gov-
erning Body committees sends the same
letter (a circular letter) to various branch
offices, the same letter number will be
used. Additionally, to identify easily cir-
cular letters from headquarters, the let-
ter number will begin with a “C-" pre-
fix, such as “No. C-1234P"

10. File Names for Numbered Let-
ters: The reqmred filehame prefix for
numbered letters is FROM+TO+LET-
TER NUMBER. EROM represents
the threedetter code of the sending of-
fice, TO represents the three-lelter code
of the, _receiving office. For example,

'11@ ‘proper file name for a letter num-

bered 2345 from the Germany branch

: ufﬁce to the Service Committee at head-

quarters is DEUWHQ2345.docx. The
file name of any associated attach-
ments to a numbered letter are append-
ed with letters “a,” “b,” and so forth.
In the example cited above, two at-
tachments would have such file
names as DEUWHQ2345a.docx and
DEUWHQ2345b.pdf.

11. Memorandums: Correspondence
between branch offices is sent by means
of memorandums, not numbered letters.
Memorandums are also used for cor-
respondence between branch offices
and headquarters departments. [See
Chart 3.1.] The word “MEMORAN-
DUM” needs to be shown above the
name of the sending branch. In addi-
tion, for the recipient, the department
should be specified under the name of
the branch, for example, “Attention:
Shipping Office.” A memorandum does
not need to be signed by the Branch
Committee coordinator.

12. File Names for Memorandums:
The required file-name prefix for mem-
orandums is FROM+TO+DESK SYM-


samantha.gallagher
Sticky Note
None set by samantha.gallagher

samantha.gallagher
Sticky Note
MigrationNone set by samantha.gallagher

samantha.gallagher
Sticky Note
Unmarked set by samantha.gallagher


BOL+SEQUENTIAL NUMBER. FROM
represents the three-letter code of the
sending office. TO represents the three-
letter code of the receiving office. SE-
QUENTIAL NUMBER represents the
number of the memorandum sent on a
given day. For example, the proper file
name for the first memorandum that
Desk AY at the Brazil branch sends to
the Art Department at headquarters
on a given day is BRAWHQAY(1.docx.
The file name of any associated attach-
ments to a memorandum are append-
ed with letters “a,” “b,” and so forth.
In the example cited above, two at-
tachments would have such file
names as BRAWHQAY0la.docx and
BRAWHQAY01b.pdf.

13. Branch File Transfer: BFT is the
principal means by which branch offices
and headquarters departments send and
receive correspondence and other elec-
tronic files. It is nol a correspondence
tracking system. Most branch offices
find it advantageous to use a correspon-
dence tracking system, such as the Cor-
respondence Module in Admin.

14. E-Mail: In addition to the use of

numbered letters and memorandums,

departments at headquarters and at the
branch offices may be approved by over-
sight to use e-mail to commmucafe di-
rectly with departments_or 1ndw1dualq
in other lands about tet‘hmcdl ‘and rou-
tine matters. However, e-mail does nol re-
place numbered letters or memoran-
dums. Recommendations, direction,
and decisions are to-beé communicat-
ed through numbered letters or memo-
randums, as explained above. In most
cases, authotized e-mail communica-
tions between departments or individu-
als serve the purpose of expediting the
clear communication of technical and
routine details having to do with previ-
ously approved projects. If such e-mail
communication is approved belween a
department at headquarters and at the
branch offices or between branch offic-
es, oversight should ensure that such
e-mail communications are limited to
their authorized technical purpose.

E-mail should not be used by anyone
to bypass official communication. A de-
partment overseer should be sure that
his oversight on the Branch Committee
is kept abreast of the nature of work-
related e-mail communications that he
or others in the department send to any-
one outside the branch office or to those
at other branch offices or al headquar-
ters.—See 6:44.

15. Telephone Calls: The telephone
may be used to communicate with head-
quarters or with another branch office if
necessary. This is especially true when a
sudden emergency or other urgent mat-

ter arises. Usually, urgent matters, han--

dled over the telephone shoulgl be fol-
lowed up with official commumcatmn in
a numbered letter or a memorandum.
For technical and routine matters, the
guidelines outlined above with regard to
the use of e-mail also apply to telephone
calls, DCpamnent overseers should au-
thorize any intérnational phone calls be-
fore they are made

.....

Whencvcr prSlblE, corrcapondcnu
and attachments should be sent elec-
tronically only through BFT, as this ex-
pedites the handling and assists in the
tracking and routing of items once they
have been received. If BFT is temporari-
ly unavailable and emergency communi-
cation is needed, fax transmissions may
be used. Correspondence sent by fax
should be resent using BFT as soon as
it is available. It is preferred that hard-
copy correspondence be scanned and
then sent electronically. If a matter must
be sent by hard copy and BFT, please in-
dicate this at the top of the correspon-
dence as described in 3:6.

DISASTER RELIEF AND
EMERGENCIES

17. From time lo time, emergency sit-
uations arise throughout the world.
Sometimes there are violent storms,
damaging floods, or strong earthquakes.
At other times brothers may be forced
to flee from their homes because of

EXH.029.028.0023_R
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warfare or mob violence. When such
problems occur, the Branch Commit-
tee should communicate with the Coor-
dinators” Committee to explain what is
happening and set forth recommenda-
tions as to what needs to be done. On
occasion, it may not be possible for the
branch office to communicate with the
Coordinators’” Committee. Or a need
may suddenly arise to do something for
brothers affected by a disaster. In such
circumstances, the branch office is per-
mitted to spend up to USD 5,000 imme-
diately to provide temporary relief and
assistance to brothers involved in a ma-
jor disaster. When funds are spent, an
explanation should be included in the
letter sent to the Coordinators” Com-
mittee. The letter should state what the
local brothers are able to do and what
materials or facilities are available to
take care of the immediate needs of the
brothers affected. Further instructions -
are found in the Disaster Relief Gmde—
lines.—See 2:47.

18. Safety of Those in Forqugn Sﬁr—l

vice: If such emergencies as s civilyuniy”
rest, acts of terrorism, or t”mr thre%en
the safety and well- bt..u'fg@f forelgmtm-
tionals, the Branch ,Commx!:tge st be
alert and quick to provide pracncal as-
sistance and clear direction. The Branch
Comm:ltee must \take “a special inter-
est in the welfare: of all those who are
members, of ‘the Worldwide Order. If
the Branch | “omimittee determines that
ther_e is an ent need to evacuate spe-
Feial full.—tlme servants in foreign ser-
vice do a  safer location or to relocate

. them, the branch office should immedi-

“ately contact the Coordinators” Commit-
tee by letter or by telephone and explain
the situation, setting forth specific rec-
ommendations. The Coordinators’ Com-
mittee will consult with the Personnel
and Service committees and provide
further direction. If it is not possible
for the Branch Committee to communi-
cate with the Coordinators’” Committee,
then the Branch Committee should do
what is needed to protect the lives and
safety of those in foreign service. A re-
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port on what transpired should be pro-
vided to the Coordinators’ Committee as
soon as possible. For these reasons, each
branch office should have and periodi-
cally review an emergency action plan.
(Prov. 21:5) The branch should main-
tain up-to-date contact information for
all of those in special full-time service so
that they can be reached quickly in an
emergency. While some in foreign ser-
vice may feel either that they should or
that they should not relocate or evacu-
ate, ultimately the decision is a person-
al one. No one should judge others in
this regard. (Matt. 7:1; 10:23; Rom. 14:
10, 19; Gal. 6:5) Neverth&g}ess, in most
cases, it is best that Christians qulck-
ly heed the warmngs and direction is-
sued by the ‘secular authorities and the
respnt;,slble eldets Elurmg times of civ-
il unrest or. emergency.—Rom. 13:1; Heb.
13117, °

%LEGALDEPARTMENT

19.  Official opposition to the advance-
ment of Kingdom interests, particular-
ly the preaching of the good news, is to
be expected. As foretold, there are those
who ‘frame trouble in the name of the
law” and who resort to the courls in an
effort to silence the spread of the Bi-
ble’s lifesaving message. (Ps. 94:20;
Matt. 10:16-19) While the theocratic or-
ganization does not need legal status
to form congregations or engage in the
field ministry, being legally recognized
affords a degree of protection, which is
why efforts are made to ‘defend and le-
gally establish the good news.’—Phil. 1.7,

20. The Branch Committee should
promptly inform the Coordinators’ Com-
mittee of serious legal challenges, pro-
viding dates and times of occurrences,
names of individuals involved, and a
thorough but concise explanation. This
includes outlining what the charges
against the brothers may be and send-
ing a copy of the laws involved, translat-
ed into English. The Branch Commiltee
should not assume that the Coordina-
tors’” Committee is up-to-date on the sit-
uation in a given country just because
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there was correspondence with world
headquarters about the situation in the
past.

21. It is advisable to have a Legal De-
partment in larger branch offices, partic-
ularly where printing is done or where
there is significant ongoing legal opposi-
tion to theocratic activities. If possible,
it 1s good to have a licensed attorney
serving with the department. It is the re-
sponsibility of the entire Branch Com-
mittee to be aware of legal challenges to
our worship.—Esther 3:5-15.

22. When legal controversies arise, the
branch Legal Department may consult,
if necessary, with a lawyer who is not
serving at Bethel. The lawyer’s opinion
and recommendation should be includ-
ed in the letter sent to the Coordina-
tors’ Committee. If it seems necessary
to hire a lawyer, the lawyer should ex-
plain the legal remedies available, the
likelihood of a favorable result, how long
it will take, and an estimate of his costs.
In explaining matters to the Coordina-
tors’ Committee, the Branch Commit-
tee should outline the lawyer’s opinion
on whether a favorable outcome will be
achieved, his reasoning, and the recom-
mendation of the Branch Com.r_:'n‘i{‘tee_. "

23. To minimize the use:of non-
Witness attorneys, it is __bg_n@?i‘giaf‘ to
maintain a list of brothers and sisters in
the field who are lawyers. Légal matters
can periodically be referred to spiritually
qualified attgmefé._whn are willing and
feel privileged fo help:They are general-
ly pleased to assistiwithout charge.

24. Action against Jehovah’s Witness-
es is often preceded by negalive pro-
paganda in the media and derogatory
statements by government officials. The
Branch Committee should promptly in-
form the Coordinators’” Committee if
events indicate that the authorities are
considering the imposition of restric-
tions or an outright ban on true wor-
ship. With comments from the branch
office and the help of the WHQ Legal
Department, the Coordinators” Commit-

tee will prepare an approach to the ap-
propriale officials. Written materials
explaining our activities and refuting
falsehoods may be prepared. The objec-
tive is to inform responsible officials of
the true position of Jehovah's Witness-
es. To ensure that the best approach is
made, the branch office should always
communicate with the Coordinators’
Committee before setting up such meet-
ings. Any meetings that are approved to
be held with officials should be cared
for by a member of the Branch Commit-
tee and, if available, someone from the
branch Legal Department.

25. Most governments have committed
themselves to respecting human rights,
including freedom of worship. (Rev. 12:
16) National and international organi-
zations monitor governmental compli-
ance with these commitments. It may be
helpful to inform such agencies about
the arrests cif;'pﬁ}:'ii'is]'-'i"ers, lawsuits, or
proposed legislation against true wor-
ship. The Branch Committee should
communicaté with the Coordinators’

* Committee ‘before doing so, explaining
‘which organization is to be approached.

A draft of what the branch office wish-
es to submit should be sent to the Coor-
dinators’” Committee. The Coordinators’
Committee will then decide whether the
approach should be made.

26. The branch office should always
ask for any court action to be delayed
or adjourned to allow ample time for a
complete report to be sent to the Coordi-
nators” Committee and to allow time to
receive instructions from headquarters.
If possible, a two-month delay or exten-
sion should be requested.

27. In the event of an adverse ruling or
decision, the Branch Committee should
immediately inform the Coordinators’
Committee and specify the time limit
for making an appeal. The Coordina-
tors’ Committee will want to know the
opinion of the branch Legal Department
about the advisability of appealing, the
reasons for or against making an appeal,

EXH.029.028.0025_R
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as well as the costs. The letter to the
Coordinators’ Committee should also
state any possible negative effects on the
legal status of the Kingdom work if the
matter is not appealed or if the appeal
is lost.

28. If the Branch Committee does not
have time to write to the Coordinators’
Committee to receive instructions be-
cause of a deadline that cannot be ex-
tended, a legal update should be provid-
ed as soon as possible. If necessary, the
Branch Committee coordinator or an-
other member of the Branch Committee
may telephone headquarters about the
matter.

29. If the Branch Committee believes
that an action taken against true wor-
ship should be publicized, the branch
office should write to the Coordinators’
Committee with a recommendation of
what could be prepared, making sure
that all of the facts are fully substan-
tiated. $

30. Legal Status: Obtamugg legal qta
tus or rcg:stratlon facilitates the é’n,try
of missionaries, the urg,amzahon of as-
semblies, the meurt,ahon wof hterature
the entitlement to.tax exemptlom and
other benefits. Th’é» Branch Committee
should give caref%{ attentmn to obtain-
ing and maintainin Ie‘gal registration.
Of course “the 6rgamzatwn will never
cnm_;:rmms;e prmm:lplu. of pure worship
me;g_ly to ob@am’ legal status. Attention
_should be given to the type of legal sta-

g'l'us bcmg;mught Some religions have a

very favorable status, whereas others are
s mcrefy tolerated. It is necessary to ex-
“amine carefully the law in each country
to determine which form of legal status
would be most beneficial for theocratic
purposes.

31. Legal Entities and the World-
wide Order: Branch Committee mem-
bers should have a clear understanding
of the relationship among the Govern-
ing Body, the Branch Committee, the le-
gal entities used by branch offices, and
the Worldwide Order of Special Full-
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Time Servants of Jehovah's Witnesses
(“Worldwide Order”).

32. The Governing Body has delegat-
ed a measure of oversight of the spiritu-
al and material welfare of “the flock of
God” to Branch Committees throughout
the world. These Branch Committees
also oversee administrative and legal ac-
tivities of the organization in their des-
ignated territories. Of course, all Branch
Committees serve under the spiritual di-
rection of the Governing Body.—See w01
1/15 pp. 28-31.

33. Branch Committees are encour-
aged to register and.use a n.cognutd le-
gal entity to carry on the legal affairs
of the branch office. Depending on the
local laws and grcm-nstancu, a branch
office may. need to use more than one
legal entity’t to further the work in its
_territory. Any recommended adjust-
u,ﬁt‘ntb f‘n the use of legal entities are to
befpresented to the Coordinators” Com-
mittée. This would include recommen-
dations for the appointment or deletion
“of directors or officers of legal entities.
Some countries do not allow the regis-
tration of religions or the formation of a
legal entity of a religious nature. In such
countries, it may be necessary to use a
legal entity that is of a general nonprofit
nature or, in a rare instance, a for-profit
nature. In either case, the Branch Com-
mittee must not lose sight of the prima-
ry objective to spread the good news of
God’s Kingdom under Christ Jesus. Our
principal activities as an organization
are religious even though some aspects
may be viewed as educational or chari-
table in nature.

34. Members of the Worldwide Order
serve at all branch offices. The World-
wide Order provides ministers for the le-
gal entity or entities used by the branch
offices to carry out the spiritual activi-
ties of Jehovah's Witnesses. (Matt. 24:14;
28:19, 20; Acts 1:8; Rom. 12:1) For this
reason, it is important that Branch Com-
mittees understand what the Worldwide
Order is and the relationship between it
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and the legal entities branch offices may
use.

35. The Worldwide Order is an un-
incorporated association made up of
all those in special full-time service
throughout the world. Members of the
Worldwide Order are baptized ministers
in special full-time service who perform
whatever assignment they receive from
the Worldwide Order. Each member of
the Worldwide Order signs a Vow of
Obedience and Poverty (“Vow”), which
is a voluntary commitment made by
each member.

36. Members of the Worldwide Order
are not compensated and do not re-
ceive in-kind benefits for any services
they perform. The support a member re-
ceives is based on the member’s com-
mitment to the Order and is not relat-
ed to any service performed or the
nature of any assignment. Members of
the Worldwide Order receive food, shel-
ter, and other basic necessities. Regard-
less of the nature of their privilege of
service, all receive modest, yet appropri-
ate, support. In view of the foregoing,
the activities of any legal entity used
by the Branch Committee are not to be
viewed or regulated as a “commercial”
enterprise or as involving an em‘pleyer/
employee relationship between any legal
entity and members of the Worldwide
Order.

37. At times, authorities attempt to cal-
egorize the endeayors of those in spe-
cial full-time service as “secular work.’
As Christians, we do have a “work” com-
missioned to us. (John 4:34; 5:17; Acts
13:2; 1 Cor."15:58; 16:10; 2 Tim. 4:5)
However, members of the Worldwide
Order are motivated, not by financial
gain, but by the desire to accomplish the
will of Jehovah and Jesus Christ in help-
ing all “to attain to repentance.” (2 Pet.
3:9) Even so, in keeping with Jesus” ad-
monition, Branch Committee members
and those who serve under their over-
sight need to exercise caution when
asked to describe the nature of our ac-
tivities. (Matt. 10:16) While we do en-

gage in “work,” even as Jesus and his
first-century disciples did, we are cer-
tainly not secularly employed or moti-
vated.

38. If a Branch Committee feels that it
should describe itself, its legal entities,
or the Worldwide Order differently than
set forth above, it must first provide de-
tails of the proposed adjustment to the
Governing Body in order to receive di-
rection.—See 6:50.

39. The Branch Committee should con-
sider whether to register Jehovah’s Wit-
nesses as a local entity. However, regis-
tration as a local branch.of the
Pennsylvania cnrporanon may’ be pref-
erable. Regimes in developing countries
are less likely to exp?opnate property
belonging to an American corporation.
In other countries, having legal ties to
an American legal entity is not desir-
able. If the Branch Cqmrmttee recom-
mends pursumg 1ega] registration in a
particular céuntry; the details should be
sent to the Coordinators’ Committee,

The WHQ Legal Department will pro-
- vide assistance in preparing a charter

and bylaws needed for registration.

40. There may be other laws in the
é‘buntry regulating those who trans-
act business on behalf of local or for-
eign corporations. To ensure that the
branch office is operating legally, a law-
yer should be consulted so that the le-
gal requirements are known. Each mem-
ber of the Branch Committee should be
familiar with the laws of the country as
they pertain to corporations or business
malters.

41. Power of Attorney: This is a le-
gal document authorizing an individu-
al to act as a legal agent or represen-
tative of another person or legal entity
(such as the Watch Tower Bible and
Tract Society of Pennsylvania). The
Power of Attorney names an individ-
ual to handle ‘necessary business mat-
ters.” (Acts 6:3) The Branch Committee
may wrile to the Coordinators” Commit-
tee if a Power of Attorney is needed to
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conduct corporation business, to regis-
ter the corporation, or to obtain legal
recognition as a branch of a foreign cor-
poration.

42. In some countries, the law requires
anyone holding a Power of Attorney to
register it with the government. If that is
the case, it should be done, thus avoid-
ing the severe complications for not
complying with such laws. BEach mem-
ber of a Branch Committee should be
aware of the legal requirements regard-
ing Powers of Attorney, including time
periods for renewal or expiration,

43. Lawsuits for Libel, Damages, or
Injunctive Relief: Before initiating any
such legal actions, the Branch Com-
mittee must receive approval from the
Coordinators’” Committee. The recom-
mendation from the Branch Committee
should include a description of avail-
able legal remedies, the cost for such
legal action (including estimated at-

torney’s fees), an estimate of thelike- -
ly time from the initiation of the act@n'
to the conclusion, and the llkellhﬂgé B.t:

success and the recovery of an award.
In libel actions, the Branch Gomnuttem.
should consider whether the htuf’ will
further advertise the false acfﬁbatlons If
it is believed that faﬂure to initiate a law-
suit will lead to c)lher difficulties, these
concerns shou,ld bc cxp]amed

44, Prmted Matter Against Jeho-
vah’s Wltnessés. As a general policy,
the Qgganlfg_;tlun does not publish re-
" sponses.or retaliate legally if anoth-
er organization or individual circulates
N prmtpd matter that contains falsehoods
“about Jehovah's Witnesses. It is usually
best to concentrate on the positive activ-
ity of Kingdom preaching. If the Branch
Committee thinks that the wise course
is to take steps to counteract negative re-
ports that may adversely affect our activ-
ities, the committee should set forth rec-
ommendations to the Coordinators’
Committee —See 6:19.

45. Refusal of Blood Transfusions:
If our brothers’ refusal of blood trans-

b
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fusions is being disregarded or overrid-
den by health-care providers, legal ac-
tion may be warranted. If the Branch
Committee recommends such, a com-
plete overview of the matter should be
presented to the Coordinators” Commit-
tee. The recommendation should clearly
state what is hoped to be accomplished
by taking legal action. We are not in-
clined to get involved if a favorable re-
sult will not help the brotherhood in
general.

46. Child-Custody and Visitation
Disputes: At times, publishers are in-
volved in chlld—custocly or visitation dis-
putes in which our? bellefs are attacked.
Unfavorable chlld-cusmﬂy decisions in
which our bt.hefs and activities are mis-
rupresented can aglversely affect our rep-
utation injthe community, even our le-
ga] status. ‘With prior approval of and
sybsequent review by the Coordinators’
Commrftee, some branch offices have
preparc.d and made available informa-
I.lon to assist publishers whose beliefs
are attacked in such disputes.

47. Personal Decisions: The Legal
Department at the branch office is set
up to assist the Branch Committee in
“the defending and legally establishing
of the good news.” It is inappropriate
for the Legal Department to take time
from these “more important things” to
assist individuals with their personal le-
gal matters. (Phil. 1:7, 10) The Legal De-
partment should limit its work to legal
matters affecting the advancement of
Kingdom interests rather than personal
requests for legal advice or services.

48. Protecting the Organization’s
Copyrights: The organization has a
long-standing policy of copyrighting its
publications. Copyright is a tool that can
be used to protect dedicated materials
from being misused, such as by apos-
tates or false religious organizations as
well as by those who attempt to com-
mercialize our artwork, photographs, or
text. We do permit some uses of our
copyrighted material, such as use or re-
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production by Jehovah's Witnesses for
the personal use of family members, use
of the organization’s artwork by the con-
gregation at a Kingdom Hall, and use by
authors and others for educational pur-
poses with specific permission granted
on a case-by-case basis. However, ap-
proval is not given for the general or
widespread distribution of our publica-
tions, including artwork, photographs,
and text, for posting on the Internel or
any other electronic network or for re-
production or distribution in exchange
for money. If the branch office learns
that the organization’s copyrighted ma-
terial is being misused, the Branch Com-
mittee should write to the Coordina-
tors” Committee, providing full details,
including the action that the committee
recommends be taken against the viola-
tor.

49. Tax Matters: Although many
countries provide tax exemptions for re-
ligious entities, some countries do not.
Tax exemptions are generally created by
law and are usually not a legal right.

Where required to do so by Caesar, legal

enlities used by branch offices should

pay the taxes legally required of them;
even if other religious entities do not

follow the law. Conversely, ngaI enti-
ties used by branch offices should not
pay taxes where there is an accepted le-
gal basis for not doing so. Every: Branch
Committee should take full advan-
tage of any legal exemption from taxa-
tion. Branch Committees should keep in
mind that how" thcy handle tax and legal
matters (including the t tax or legal status
of those in the Worldwide Order) could
have implications for other branch offic-
es, the worldwide organization, and the
Worldwide Order. In addition, individu-
als engaged full-time in religious activi-
ties may be entitled to lax exemplions.
Such exemptions relieve the branch of-
fices of some financial obligations and
indirectly constitute legal recognition of
our activities, The Branch Committee
should keep the Coordinators” Commit-
tee informed when exemptions current-
ly enjoyed by the organization or mem-

bers of the Worldwide Order may be in
danger of being lost.

50. To respond effectively in times of
emergency or war, Branch Committee
members should be familiar with all de-
crees affecting our work and the oper-
ation of the branch office, The Branch
Committee should watch carefully so
that the work will be protected and the
brothers will be given necessary direc-
tion. The Branch Committee should be
alert as to what is going on in the coun-
try and keep the Coordinators’ Commit-
tee duly informed.

51. Keep Proclaiming the Good

News: In some places, opposers make
every effort to stop the Kingdom ‘work.
Nevertheless, true Gh’i‘;::t]ans continue
preaching, even if thlS__glL*anb ‘doing so
in a quiet manner. If literature is not
available, the brothers can talk about
the truth usmg only the Bible. Dedicat-
ed servants ofiJehovah should be thor-
oughly acquainted with the Word of
God S0, t!‘nt they can continue to preach

.....

arise.

 NEWS SERVICE AND
'PUBLIC INFORMATION

52. It is beneficial for the branch office
to establish good relations with the pub-
lic news media wherever possible and
practical. Branch Committees should be
prepared to provide accurate informa-
tion about our activities and beliefs to
newspapers, magazines, radio, and tele-
vision where appropriate.—Col. 4:5, 6.

53. Office of Public Information
(OPI): This office at world headquarters
works under the direction of the Coor-
dinators’ Committee to publicize accu-
rate information about and to correct
misconceptions and prejudices about
our organization and work. OPI pro-
duces content about our worldwide ac-
tivities in the form of news releases,
video news releases (VNRs), and other
related materials for the Newsroom sec-
tion of jw.org. Rather than focusing
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primarily on human rights and legal
matters, these news items highlight pos-
itive developments that have broad ap-
peal to the general public and the me-
dia, such as Witnesses’ receiving official
recognition for fine conduct or an-
other significant achievement publicly
acknowledged by the local communi-
ty. (Please review our letter dated HCA:
NC April 12, 2012, No. C-6266C.) This
office makes direct contact with me-
dia professionals, academics, and other
non-Witmesses to provide this informa-
tion. Additionally, if a branch office
needs help with media-related issues,
the Branch Commiltee may submit the
details of the situation to the Coordina-
tors’ Committee. If there is a major de-
velopment or a fast-breaking news item
in the branch territory aboul which it
may be helpful to have accurate infor-
mation posted on jw.org (particularly in
the case of a disaster or other emergen- ¢
cy), the Branch Committee may submit
a request to the Coordinators’ Commit- _

tee and include documented, relewgn.t-

details about the matter. OPLmay plig;
pare fast-breaking news items as ews
Alerts” for the Newsroom. -See 6: 19.,

54. Public Inf'ar-matlon Besk‘fPlD)
This desk is rcspé’nblbjé for ’andmg
major media outlets ‘in the branch terri-
tory, such as natlbnal networks or news-
papers and ¢ at:adem.m:pmfessmnals, with
an accurate picture of our beliefs and ac-
tivities. They, should be referred to the
meeha rcsuurces and other official in-
: ﬁarm%ﬂg,n available on jw.org. The PID
should also be used to correct miscon-
ceptions and prejudices about us and
“ourwork to the extent possible. Discern-
ment should be used in deciding wheth-
er or to what extent inquiries should
be answered, especially if the reporter
has a reputation for being antagonistic
toward our work. The PID should also
periodically provide information to OPI
on positive news stories related to Je-
hovah’s Witnesses in the branch territo-
ry. The PID may subsequently work di-
rectly with OP1 in verifying the details
of these stories to facilitate OPI's prep-
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aration of a news release and/or video
news release (VNR), The PID will obtain
approval from the Branch Committee to
forward the information and related ma-
terials—including video clips—to OPI as
source material. Additionally, those as-
signed to the PID should have a work-
ing knowledge of both English and the
language used by local media, so as to
assist those who translate materials ap-
pearing in the English-language News-
room as needed. News items current-
ly appearing on the Newsroom landing
page on jw.org can serve as a guide to
the PID for ideas on positive news sto-
ries. Each Branch Comtmtleefshnuld ap-
point a brother: at the branch to care
for media matters and oversee the PID.
The brother should, be humble as well
as capable and tactfd] He should have a
good knuﬁrltdge of the truth. He should
be ‘able to atticulate our beliefs clear-
ly in a a‘personable yet professional man-
ner, irticularly when dealing with
nén-Wllnes';es The brother should be
prepared to care for news interviews
,;and other inquiries from media outlets,

" serving as the official spokesman for Je-

hovah’s Witnesses in the branch terri-
tory with the full knowledge and sup-
port of the Branch Committee. He will
also serve as the permanent branch me-
dia contact for news releases prepared
by OPI. Please keep OPI informed of the
current staffing of the PID and whether
it is staffed full- or part-time.

55. News Service Representatives:
A news service representative is select-
ed for each circuit by the circuil over-
seer. A Circuit News Service Representa-
tive card (S-304) showing the name and
address of this brother is then sent to
the branch office to update its file. This
brother should be available to provide
accurate information to the media. te
will cooperate closely with the circuit
overseer and the branch office. A region-
al news service representative may be
assigned by the local Convention Com-
mittee in harmony with direction from
the branch office. It is appropriate for
this brother to invite the local media to
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report on the convention each year. The
Teaching Committee provides an annual
news service kit to branch offices for use
in connection with regional, national,
and international conventions. Ordinar-
ily, no newspaper advertising or radio or
television time is used for conventions
unless il is free. However, if il seems ad-
visable to pay to publicize our conven-
tion activities in the country in some
way, the Branch Committee may submit
a recommendation to the Teaching Com-
mittee.

56. Videos for Use by the Media:
The Teaching and Writing committees
have selected certain videos that are es-
pecially appropriate for public broad-
cast. This list is updated from time to
time. If a station is willing to broad-
cast one of our videos, the branch office
representative should be sure to review
our public broadcasting guidelines with
the station management. If the station
agrees to adhere to the conditions out-
lined, a broadcast may be arranged and
a copy of the video provided to the sta-
tion.

57. As a general rule, we avoid contro-

versy when it comes to minor miscon-
ceptions that appear in the media. How-
ever, if some in the media z-pl:ead false
information of a serious nature éboul Je-
hovah's organization, whal':can be done?
The Branch Committoa general]y knows
the situation in the country and will of-
ten be able to ]udgc whether it would
be wise to_ fry fo contact’ the media and
counter &{F mlsmformatlon or to ignore
the matter. There lS “a lime to be silent
and a time to speak "—Eccl. 3:7; see w98
12/1, pp. 17-18, pars. 15-18.

58. Handling Media-Related Emer-
gencies: In a media-related emergency,
such as criminal activity involving
Jehovah’s Witnesses or a slanderous
campaign that could have repercus-
sions on our preaching work, the Branch
Committee has the responsibility to han-
dle the matter quickly. It should com-
municate with the Coordinators” Com-

mittee for suggestions and direction,
particularly if it is expected that prob-
lems will quickly spread to other coun-
tries because of media reports. If slan-
derous or lying reports appear in the
media, it may be appropriate for the
PID, in consultation with the branch Le-
gal Department, to review these reports
and submit a recommendation to the
Branch Committee. The Branch Com-
mittee may write to the Coordinators’
Committee to provide details on the
matter or to request additional direction
on pursuing the matter legally. Please
note that as an exception, the branch
Legal Department should handle media
quenes related to ongoing cqurt cases
or major legal issues involving Jehovah's
Witnesses. In these instances, thc PID
would be consulted as needed-and kept
informed of the details.

DATA PROTECSTI ON

59. The organuatlon ot Jehovah's Wit-
nesses respects individuals’ rights of pri-
vacy, based on principles set forth in the
‘Bible. The prgam/.at:un recognizes the

necessuy for open and frank commu-
'-mcauoh and the collection of person-

al’and sensitive personal data in order

‘go administer to the needs of Jehovah's
Witnesses and accomplish its religious
and charitable activity. The organization
also recognizes the corresponding ne-
cessity to maintain confidentiality and
ensure that information is adequately
protected. (Prov. 15:22; 25:9) Confidenti-
ality is highly valued.—Prov. 20:19.

60. Various countries have enacted
data protection laws to ensure individu-
als” rights of privacy, The organization of
Jehovah's Witnesses has a long-standing
history of respecting privacy rights and
maintaining confidentiality, even before
the enactment of such data protection
laws. The organization will continue to
protect information disclosed to it in
harmony with its long-standing practice,
now recorded in this policy.

61. Scope of Application: This poli-
cy applies to the entire organization of
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Jehovah's Witnesses, as represented by  63. Rights of the Data Subject:

branch offices located throughout the

world —See 6:19.

62. Data Protection Policy: The or-
ganization of Jehovah’s Witnesses han-
dles all personal data in accordance with

the following principles:

a. A data subject’s right to the
protection of personal and sen-
sitive personal data and to the
correction or deletion of per-
sonal and sensitive personal
data is to be granted accord-
ing to the practice of Jehovah's

a. Personal data will be processed Witnesses as set forth in this
in a fair and lawful manner. policy.

b. Personal data will be collected, b. Whoever makes a request ac-
processed, and used only to cording to this section must
the extent necessary to fulfill provide sufficient evidence of
Jehovah's Witnesses’ religious his identity.
and charitable purposes. c. If a data subjeci; requests ac-

c. Personal data will be accurate cess to, correction of, or dele-
and kept up-to-date. Any er- tion of pursunal data or sensi-
ror will be corrected as soon as tive persomnal data about
possible after the organization himself, the Organization will
becomes aware of it. fauly consider granting the re-

d. Personal data will be kept only ‘gueaf N Talancing the foier-
i | S o ~ests of the individual in gain-
or as long ry
the legitimate purpose(s) of# ; mg access or correcting or

‘ ©  deleting data against the legiti-
the organization. 4 mate religious interests of the

e. Due consideration will be glV- _ organization, including wheth-
en lo respecting the aslghts of er granting the request would
data subjects. " '- endanger the organization’s

£ right to religious freedom and

Appropriate tgqhmca] a’nd or-
gamzatmna‘lrpeasures wﬂl be
taken to preve&t‘l"i}nauthonzed
or unlawﬁ]l diselosure of per-
sonal_data. All computer-held
persoﬁa-fadzﬁa"l“s‘ held on pass-
sword:. }iqt.gcted computers to

ferred between branches un-
less necessary to accomplish
the religious or charitable pur-
poses of the organization of Je-
hovah’s Witnesses, to which
all of Jehovah's Witnesses have
consented by virtue of their
free and willing decision to be-
come Jehovah’s Witnesses and
identify themselves as such.

practice.

d. The organization has an inter-
est in permanently maintain-
ing data regarding an individ-
ual’s status as one of Jehovah's
Witnesses. Deleting such in-

' whichionly authorized users formation would unduly in-
__ shold fﬁsswords. Offices are fringe on the organization’s re-
#7 Ylsekéd after office hours and ligious beliefs and practices.
‘?;only authorized staff may gain 64. Right of Appeal: If a person be-
N -’ entry. lieves that his rights have been in-
. g. Personal data will not be trans- fringed, he can appeal to the Branch

Committee by means of a writlen per-
sonal letter. The letter must be sent
within two weeks of the action that
forms the basis of the appeal.

COMPUTER DEPARTMENT

65. The WHQ Computer Department
oversees the work of all branch Comput-
er Departments worldwide, under the
supervision of the Coordinators” Com-
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mittee. This includes setting standards,
providing global shared services, speci-
fying new equipment, designing and
maintaining computer networks, and
supporting commercial enterprise soft-
ware and software developed by head-
quarlers.

66. The WHQ Computer Department
has technicians working under its di-
rection in various branches in order
to provide timely assistance to branch-
es around the world. These technicians
closely follow the standards and policies
that apply to all areas under the super-
vision of the WHQ Computer Depart-
ment, such as networking, servers, and
software.

67. For detailed information on orga-
nizing local computer operations, the
Branch Committee and the branch Com-
puter Department should consult Com-
puter Department Guidelines.

68. Branch Computer Department
Responsibilities: The Branch Commit-
tee should appoint a capable, trustwor-
thy brother and perhaps an assistant to
oversee the Computer Department. The

principal respons:blht}' of the Comput=

er Department is to supply branch de-
partments with computers, servers, soft-
ware, telephones, radio commumcah_on,
data communication, telecommunica-
tion, and related technologies™In ad-
dition, this department;provides help-
ful support to keep equipment in good
working order. Most important, it en-
sures that all the electronic data belong-
ing to the branchis available only to
those autherized ta use it and is protect-
ed against tampering or accidental loss.

69. Standards and Guidelines: In or-
der to maintain reasonable uniformity
among branches, headquarters provides
standards and technical guidelines. The
branch Computer Department should
endeavor to keep up-to-date with such
information as provided in correspon-
dence to the branches, Computer Depart-
ment Guidelines, and the Technical Sup-
port Library located on the Extranet.

There is usually no need for branch
members to experiment with or pioneer
the use of the latest technologies avail-
able; rather, they should concentrate on
using what has been approved.

70. If the branch Computer Depart-
ment feels that it needs assistance in
evaluating whether to replace equip-
ment, in using new software, or in sim-
ilar matters, the branch office may sub-
mit a requeslt for help and direction to
the WHQ Computer Department.

71. Data Backups and Disaster Re-
covery: A good data-backup strategy
is extremely important and should be
viewed as one of the first priorities. of
the Computer Department. Backup pro-
cedures should be perfurmud at least
on a daily basis and should be. verified
periodically by restoring the data to a
test computer. At least weekly, backups
should be moved to'a secure place that
is not in'the same building as the data
being backed up. This ensures that in
case of a major disaster, such as a fire or
a flood, data ¢ould be retrieved and re-
installed on new equipment.

72. The Computer Department is re-
sponsible for having recovery proce-
dures in place in case critical equip-
ment, such as a server, fails. The
procedure will vary according to the size
and location of the branch and may in-
clude having a limited supply of spare
equipment readily available.

73. Approvals: Any purchase of new
computer hardware or software that
goes beyond normal supplies, such as
printer cartridges, and small items, such
as memory sticks, needs approval from
headquarters. This includes replace-
ments for equipment that is taken out
of service because of failure or because
of the need for upgrading. Approval is
obtained by submitting a Nonliterature
Branch Request. For a list of recommend-
ed equipment, consult the Technical

Support Library.

74. Security: Much of the informa-
tion that is stored electronically is of a
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confidential nature. The Branch Com-
mittee should have an up-to-date list of
all brothers who have access to such
data. A meeting at which the impor-
tance of confidentiality is emphasized
should be attended by each brother who
is given such rights. A branch mem-
ber may lose his Bethel service privilege
if confidential data is accessed or cop-
ied without authorization. All users ac-
cessing branch data should first sign the
Watchtower Information Resources Confi-
dentiality Affirmation (available in the
Technical Support Library). If changes
are needed for legal reasons, this doc-
ument may be adjusted by the Branch
Committec.

75. The Computer Department is re-
sponsible for regular network adminis-
tration tasks, such as data backup, user
and group maintenance, server monitor-
ing, and upgrading. Some network ad-
ministration tasks require “system ad-
ministrator” permission to accomplish
this work. This type of network permis-
sion should be limited to a small num-
ber of trusted brothers. Eor the pro-
tection of the branch, local laws may
require that such brothers: sign a. specific
nondisclosure agteemenl An up-to-date
list of all system”passwords should be
placed in two envelopes, which should
then be sealed. One should be securely
stared by the overseer of the Computer
Department and the other by the coordi-
nat(ﬁ- of the Branch Committee. For ad-
dtlmnal information relating to the se-
“Curity ‘and-management of confidential
data;isee the Information Security and
Accgptable Use Policy and the Records
“Management Policy, both available in
the Technical Support Library.

76. Infrastructure: The Computer De-
partment would generally specify, in-
stall, and maintain the cabling for the
voice and data networks of the branch.
The Branch Committee may decide that
another department, such as Mainle-
nance, should handle cable installa-
tion. The Computer Department will set
up and maintain any routers, switches,

EXH.029.028.0034_R

and servers. The standards for setting
up and maintaining a network and the
servers on it are contained in the Tech-
nical Support Library. All design, speci-
fications, operation, and maintenance of
the computer data network should be
coordinated by the Computer Depart-
ment in each branch. The Computer De-
partment will meet with each depart-
ment that has devices connected to the
computer network to make sure that de-
partment requirements are being taken
into consideration in the design and op-
eration of the network. Branches plan-
ning major upgrades or changes to the
computer network should haw. these de-

.....

lers.

77 An alr conﬂmoned room slwuld be

branch data can bc m'itallLd The tele-
hone: t;ystcm ‘would usually also be in-

“stalled in this room, along with all the

cummumcatmnq equipment needed to
connect the branch to the outside tele-
phone system and to the Internet. Ac-
cess to this room should be limited to
those who have been authorized by the
Computer Department overseer and the
Branch Committee.

78. Training and Support: The Com-
puter Department must be service-
oriented. Its goal is not only to provide
computer equipment and software but
also to help branch members make good
use of the equipment and software that
have been approved and provided for
translation, publishing, and administra-
tion.

79. The complexity of the technology
in use today makes it very important
that thorough training be provided for
those working in the Computer Depart-
ment. This includes understanding the
office productivity software and server
products currently being used. It is also
necessary to train backup people. When
a computer system is installed, train-
ing is often provided. Ongoing training
is required lo get the most benefit from
the computer equipment and to reduce
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the frustration that results from mem-
bers not knowing how to use the equip-
ment or software.

80. Depending on the size of the
branch, the Computer Department
might choose to establish a help desk
that brothers can contact to receive
help with using computer equipment
and software. The brothers or sisters as-
signed to the help desk should be well-
trained so that they can resolve the ma-
jority of problems without involving
other technicians. In addition, those
working on the help desk should be pa-
tient and kind with those needing assis-
tance, showing a willing spirit. [n most
cases, il is good for those who support
the hardware and software to deal di-
rectly with the brothers using the hard-
ware and software. This promotes good
understanding and cooperation and usu-
ally leads to better support. The help
desk is not to provide assistance for or
to repair personally owned computers.

81. Admin: The WHQ Computer De-

partment is responsible for the de- .

velopment and support of the Admin
software, the standard administra=
tive software used by all branch offices
worldwide. Unless approved to do other-
wise, branch offices should use Admm
or request enhancements rather t'i‘-’ign
develop other administrative software
locally. The Admin program;is kept up-
to-date with orga':'{i/atioﬁal procedures
as these are adjusted from lime to Lime.
—See 3:87. 45 -

82. Admm is a large program with
thousands of :different features. Since it
is used by both large and small branch
offices, not all features are appropriate
for each branch office. Simplification in
branch operations also means simplify-
ing our use of computers wherever pos-
sible. The Branch Committee in each
branch is responsible for deciding which
features of Admin should be used. Bal-
ance is required to ensure that the fea-
tures of the software being used contrib-
ute to productivity and accuracy without

placing a burden of unnecessary work
on those using it. If a Branch Committee
is unsure about using a particular fea-
ture of the program, it should consult
with the WHQ Computer Department.

83. Selected brothers in various
branches serve on the Admin Regional
Support Team. In this assignment, these
brothers make sure to follow direction
from the WHQ Computer Department
when providing support to the branch-
es. Therefore, branches should e-mail
the WHQ Computer Department to re-
quest Admin support. The WHQ Com-
puter Department may then asslgn a Re-
gional Support Team member to assist.
If a branch office needs assistance to in-
stall a major update or a new module
for Admin, the reqt_léfs"ging branch office
should send a memorandum to the
WHQ Computer Department, outlining
the need.

84. 'I'he Branch Comm.tttce should or-
ganize Admm support. The branch
Com uter Depal'tment will maintain the

-Admm serv.er and dalabase, make reg-

ular backups, apply necessary up-
dates;’and administer user security. The

1 -_‘Branch Committee is responsible for de-
termining which users are granted vari-

ous Admin permissions. However, it is
not necessary for Admin administrators
to be members of the Branch Commilt-
tee, as this is a technical role.

85. User training is best done by the
most experienced Admin users in the
branch. In many branches, this will be
experienced users within a department.
[n branches that do not have experi-
enced users within a department, a de-
partment overseer may ask the branch
Computer Department for such train-
ing. Those assigned to support Admin
should be alert to new features as de-
scribed in the Admin documentation
and should make sure that new features
are made available to software users af-
ter discussing these features with the
Branch Committee and the respective
department overseers.

EXH.029.028.0035_R
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86. The WHQ Computer Department
provides the branch offices with re-
sources to assist in giving support. In
addition, the Admin support site on the
Global Bethel Intranet contains helpful
information, training material, and pro-
gram updates. Branch offices can also
e-mail the WHQ Computer Department
for technical assistance or to report bugs
in the program.

87. Programming: Computer soft-
ware can be a valuable tool in get-
ting our work done. However, sim-
plification in our operations includes
simplifying our software requirements
where possible. Standard software pack-
ages are developed and maintained un-
der the direction of headquarters, and
as far as possible, branches should work
with the standard software tools pro-
vided, such as Admin, jw.org, MEPS,
and the Watchtower Translation System
(WTS). This software should be kept
up-to-date as directed by headquarters.
—See 3:81. o

88. It is generally not neges:sar}ﬂfer B

branch to develop custom smftwa:e, a:nd
most branches do not re‘qmre a-sep,afate
programming group in the, Cumputer
Department. All sqjhmre projécts must
be approved byithe'Branch Committee
and the W_!iO_ Cﬁmplfter Department.
When the BraﬁﬁhCommlttee recom-
mends- a“chal Jprogramming project, it
should wntcﬁto ‘the WHQ Computer De-
partment fonilppmval The WHQ Com-

» puteigll)gpgrtment will consult with oth-

er héadquarters departments and seek

", approval from the appropriate Govern-

*lngBodv committee as needed.

89. Where a local need is not ad-
dressed by a standard software package,
such as Admin, jw.org, MEPS, or WTS,
it is best in most cases to request an en-
hancement to the existing software. In
this way, other branches with the same
needs may benefit. Enhancement re-
quests for existing software should be
submitted in writing to the headquarters
department or Governing Body commit-

EXH.029.028.0036_R

tee that cares for the software package.
—See 8:1.

90. At times, because of some specif-
ic local situation, a department at the
branch office might not be able to care
for its assigned work exactly as desired
using the Admin program. In such cas-
es, the Branch Committee should usual-
ly adjust the way the department does
its work. If it is believed necessary,
the Branch Committee may send an en-
hancement request to the WHQ Com-
puter Department. If it is not possible
for a department to use the standard
software because of local legal, require-
ments or other unique ‘circumstances,
the Branch Committee should write to
the WHQ, Ct)mput’cr Department for di-
rection. .

91. All bfagch ofﬁces are approved to
make. a few Specific customizations to

the. Aﬁgjlmn program. Before making oth-

er_customizations or local extensions,

¢ the»Branch Committee should write to

the WHQ Computer Department for ap-

‘proval and direction. Branches should

not submit enhancement requests and
then customize Admin to match what
they requested while waiting for the en-
hancement to be programmed. All local
customizations that are approved by the
WHQ Computer Department must be
documented carefully, since they must
be reapplied when upgrades to the Ad-
min program are sent from headquar-
ters.

92. Admin enhancement requests
should always be entered on the appro-
priate document template, approved by
a Branch Committee member, and then
sent to the WHQ Computer Depart-
ment. If the benefit of an enhancement
request justifies the amount of work re-
quired, it will be approved by the WHQ
Computer Department. Enhancement
requests that would involve significant
work or would change an organization-
al procedure will be referred to the ap-
propriate headquarters department or
Governing Body committee for consider-
ation.
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93. Commercial Software: The Com-
puter Department is responsible for
making sure that commercial software is
not used without proper licensing. Per-
sonally owned software should not be
used on branch computers. If software
is needed, it should be properly pur-
chased and licensed by the branch. This
means that records have to be kept to
show clearly all available licenses at the
branch and who is using them. Discrep-
ancies must be resolved either by re-
moving the program or by obtaining a
proper license. No software should be
installed on any branch equipment with-

g

out prior approval from the Computer
Department.

94. Use of the Internet: The Internet
should remain logically separate from
the branch network in a manner that
is in harmony with the latest direc-
tion from headquarters. Internet ac-
cess should be monitored and filtered.
Access to the Internet during working
hours should be granted only to those
who require it for their work. Periodical-
ly, reminders should be given about us-
ing this access for work-related matters
only.

&
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CHART 3.1

CORRESPONDENCE FORMATS FOR
COMMITTEES AND DEPARTMENTS AT WORLD HEADQUARTERS

Governing Body Correspondence
and Committees Format
Governing Body

Coordinators' Committee
Personnel Committee T w,
Publishing Committee Numbered Letter
Service Committee '

Teaching Committee
Writing Committee

Headquarters Departments

Art Department
Audio/Video Services
Broadcasting Department - '
Global Health Care Group %, 4
Global F’urchasmg lepattment
Hospital Inforrnation Semces
lntemat:onal F'nntlng Group
MEPS Programmang
Office of Plblicinformation
Text Processmg Senvices
Theocrailc SBhools Department
| 8 Translatlen Services
Treasurer’s Office
«;Web Publishing
““WHQ Computer Department
WHQ Legal Department
WHQ Travel Department
Worldwide Design/Construction Department
Writing Archives
Writing Correspondence
Writing Department

Memorandum
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CHAPTER 4

PERSONNEL COMMITTEE

REDACTED
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REDACTED

JUDICIAL COMMITTEES

34. Anyone coming to know of serious
misconduct on the parl of a member of
the Bethel family should advise the of-
fender of his obligation to bring this to
the attention of a member of the Branch
Committee or another elder. The one
having knowledge of the offense should
also make a report'to the Branch Com-
mittee so'that the organization will be
kept clean. (Lev. 5:1) This should be
done, whether the offender reports the
maltter or-not.

35. Investigation Procedure: If the
elders of the congregation that a Bethel
family member attends become aware of
an accusation against the Bethelite, they
should immediately contact the branch
office for direction. If the accusation in-
volves the Bethelite’s conduct with
someone in his congregation or if the
offense was committed in his congrega-
tion environment, the Branch Commit-
tee may determine that it will be most
practical to have the local elders investi-
gate and handle the case to the extent

EXH.029.028.0046_R

necessary. Otherwise, the matter will be
handled at Bethel. In either case, two
elders will investigate the allegation. If
the accused is under consideration for
a theocratic assignment, it should be
held in abeyance pending resolution of
the case. If upon investigation the el-
ders determine that the charges have no
substance or that no further action is
needed, they should inform the Branch
Committee in writing of their findings.
If the elders determine that a disfellow-
shipping offense has been committed,
the Branch Committee will appoint a ju-
dicial committee.

36. Judicial Committees Involving
Bethelites in the Congregation: If it
has been established that a Bethel fam-
ily member has.committed a disfellow-
shipping offense involving his congre-
gation, the congregation body of elders
should inquire of the branch office im-
mediately as to how to proceed. The
branch office will determine whether
the local body of elders should convene
a judicial committee or whether the case
should be handled by a judicial commit-
tee at Bethel. If the local elders are di-
rected to appoint the judicial committee,
the case will be handled in an expedi-
tious manner, just as a judicial case
would be handled for any publisher in
the local congregation. The judicial com-
mittee should immediately advise the
branch office of the final decision.

37. Judicial Committees at Bethel:
These are appointed to handle offenses
that are the basis for disfellowship-
ping, just as they would be handled in
the congregation. The judicial commil-
tee and its chairman are appointed by
the Branch Committee. Qualified elders
who are in a good position to render
a balanced and just decision should be
appointed. Though the judicial commit-
tee is usually made up of three elders, it
could include four or five because of the
gravity of the offense and other factors.
Branch Committee members should not
serve on judicial committees if other
qualified brothers are available to do so.
Thus, if needed, some Branch Commit-
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tee members would be available to serve
on an appeal committee. Although the
judicial committee may want to consult
with members of the Branch Commit-
tee before reaching a conclusion, the ju-
dicial committee alone should make
the decision. The report to the Branch
Committee will be made out using the
form Judicial Committee Summary at Beth-
el (A-7).

38. Appeal Committees: If the judi-
cial committee (either at Bethel or in
the congregation) decides that the Beth-
el family member should be disfellow-
shipped, he may make an appeal in
writing to the Branch Committee. The
Branch Committee will select an appeal
committee of qualified elders at Beth-
el, one of whom will be appointed to
serve as chairman. The appeal should
be heard in an expeditious manner even
if the basis for the appeal does not ap-
pear to be sound. In the case of disfel-
lowshipping, the wrongdoer should be
given the usual seven days to make this
appeal, even though he would normally
leave Bethel on the day the original judi-
cial committee advises him of the deci-
sion to disfellowship. No announcement
of the disfellowshipping should be made
until seven days have elapsed since the
appeal was handled.—ks10 8:1-20.

39. When the disfellowshipping is up-
held, there is no further arrangement
for appeal. However, if an individual
persists in believing a serious error in
judgment has occurred, the appeal com-
mittee should inform him that he may
submit his allegations in writing to the
appeal committee within seven days
for transmittal to the Branch Commit-
tee. The appeal committee should not men-
tion this provision unless the individual in-
dicates that he believes a serious error in
judement has occurred. If he indicates a
desire to submit a letter of appeal to
the Branch Committee, the announce-
ment of disfellowshipping should be de-
layed. The appeal committee should
submit the wrongdoer’s letter, the report
from the judicial committee, and a re-

port from the appeal committee to the
Branch Committee. No announcement
should be made until a reply is received
from the Branch Committee.—ks10 8:
14-15,

40. If someone is judicially reproved
and therefore must leave Bethel, a letter
should be sent to the body of elders of
the congregation that he will attend so
that the elders may be able to assist him
to regain his spirituality. A copy of the
judicial committee’s report (either from
Bethel or from the congregation) should
be sent to the Service Department,
which will write the letter to the body of
elders. In the case of disfellowshipping,
the form Notification of Disfellowship-
ping or Disassociation (5-77) should also
be included in the report to the Service
Department. If the pérson is reinstat-
ed, the S5-77 form should be signed and
returned to the Service Department.
An announcement:should be made to
the Bethel family in the case of a dis-
fellowshipping. (ks10 7:31) In the case
of someone who is judicially reproved,
the Branch Committee should use good
judgment in determining whether an
announcement should be made or not.
—ks10 7:21.

REDACTED
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CHAPTER 6

SERVICE COMMITTEE

FIELD MISSIONARIES

1. The Service Committee appoints
field missionaries and determines the
lands to which they will be assigned.
Branches that wish to request additional
field missionaries should submit the Re-
quest for Field Missionaries (S-218) form lo
the Service Committee by April and No-
vember of each year—See 6:5-6.

2. Hour Requirement: The field mis-
sionary hour requirement is 130 hours a
month. Sisters who are 40 years of age or
older have a requirement of 120 hours a
month. It is understood that a field mis-
sionary who serves as a congregation cl-
der may at times be needed for addi-
tional short-term theocratic assignments.
For example, he may need to serve on
a special committee or a Disaster Relief
Committee, help with circuit or conven-
tion organization, assist in the construc-

tion or renovation of his own ngdom_

Hall, or serve as a substitute circuit over-
seer. In addition, he may be needed for
a brief period of time to train local el-
ders to care for their reaponsfbdmes on
a Hospital Liaison Committee: In-excep-
tional situations, the travel time lo al-
tend an assigneq("'circuif :assembly, re-
gional convention, or Kingdom Ministry
School may be unusually long. If such as-
signments prevent him from making
his hour requirement, a brief explana-
tion as wellias the number of hours
spent should be included on the month-
ly report submitted on jw.org or on his
monthly S-212 report. An explanation
should also be written in the “Remarks”
column of the Congregation’s Publisher
Record (S-21) card. However, the hours
spent should not be included in the
“Hours” column. The branch will also
mark the Admin records accordingly.

e [f a missionary with less than 15
years of special full-time service

is consistently unable to meet his
monthly hour requirement be-
cause of serious and debilitating
health problems, perhaps for six
months or so, then the Branch
Committee should follow the di-
rection outlined m 6:10. For those
who are 50 years of age or old-
er or who have 15 or more years
in special full-time seerce, a re-
duced hour requlrement may ‘be
appropriate. To determine a rea-
sonable hour goal, the branch
office should receiye a recommen-
dation from:the missionary’s body
of elders and one from the circuit
overseer béfore submitting the
r_ecomméndatlon to the Service
.Committee. For reporting purpos-
es; a field missionary with an ap-
proved reduced hour quota will
continue with the FMF enrollment
code. Periodically, the branch
“should review the field mission-
ary’s circumstances to determine
whether the reduced hour quota
is still needed or whether a fur-
ther reduction should be recom-
mended to the Service Commit-
tee. In mosl cases, a reduced hour
requirement is better than no hour
requirement at all. The recom-
mendation that a field missionary
have no hour requirement is usu-
ally reserved for field missionaries
who have extremely limiting cir-
cumstances because of advanced
age or life-threatening health is-
sues and whose hour requirement
has already been progressively re-
duced.

3. Marriage: If a single field mission-
ary becomes engaged to be married, he
or she should inform the branch office
right away. If the field missionary indi-
cates that he or she wishes to continue

EXH.029.028.0059_R
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in the missionary work along with his or
her prospective mate, the branch should
immediately request a confidential Per-
sonal Qualifications Report (S-326) from
the missionary’s body of elders and one
from his or her circuit overseer.

e If the prospective mate lives in
the branch territory, the branch
may send him or her a Question-
naire for Prospective Field Mission-
ary (5-214) to fill out. In addition,
the prospective mate’s body of el-
ders and circuit overseer should
be asked to complete separate Per-
sonal Qualifications Reports (5-326).
The Branch Committee will review
the missionary’s qualifications
and those of his or her prospective
mate, taking into consideration
the reputation and the physical
health and stamina of each one.
Whether favorable or otherwise,
all the reports (translated into En-

glish) along with the Branch Com-
i cnfﬁ'g preaching and congregation ac-
livities in densely populated areas. Mis-
“sionaries should not be assigned to

milttee’s recommendation and the
prospective mate’s S-Zl{gg_‘gsffc -
naire should be submitted to;the
Service Committee, which W1ll
make the final declswn

o If the prospechve mafe does not
live in the branc’h territory, the
Branch Ccmgmi‘ttee should sub-
mit the S-326 reports for the mis-
sionary, to the Service Commit-
,tee along w.lth its recommendation

" based on the Branch Committee’s

‘...knowledge of the missionary. In
turn, the Service Committee will
'obtam the needed reports from
the prospective mate’s branch of-
fice. In all cases, the Service Com-
mittee will make the final decision
as to whether someone continues
as a field missionary following his
or her marriage.

4. Pregnancy: A field missionary cou-

ple who learn that they are to be parents

should inform the branch immediate-
ly. The couple should be given a peri-
od of three months to get settled, during
which they will continue to receive their

EXH.029.028.0060_R

monthly allowance. During this three-
month period, the couple will need to lo-
cate suitable accommodations and find
employment, so it is not expected that
they will meet their monthly hour re-
quirement. If one or both mates wish to
become regular pioneers, they will have
an additional three months to make the
transition and their full-time service his-
tory would continue uninterrupted. If re-
quested, the branch office is authorized
to assist a departing missionary with the
cost of return travel to his home coun-
try and the costs associated with ship-
ping his basic personal belongings. For
information on Lrans;tnonal ﬁnanmal as-
sistance, see 6: 130 '

S. Mtssnonary Assngnments Field
missionaries are:a valuable resource, and
the Branch Committee must give care-
ful’ con-,lderatlon to where they will

be as'ngned Assignments should en-
‘,_ab'ie the missionaries to accomplish the

most good in stabilizing and strength-

areas where their health and safety will
be endangered. The Branch Committee
should thoroughly consider such fac-
tors as the publisher-to-population ra-
tio, the language fields that need to be
targeted, and the availability of suitable
housing. Specific congregation assign-
ments for field missionaries are made by
the Branch Committee. Missionaries do
not select their own congregation assign-
ments, Before any reassignment of field
missionaries is finalized, a branch rep-
resentative, preferably a member of the
Branch Committee, should discuss the
proposal with the missionaries involved
to address any questions or concerns.
There is no need to consult with the
Service Committee about such reassign-
ments unless the field missionaries raise
a concern about the proposed move.
(Prov. 13:10; 15:22) The Service Com-
mittee should be consulted when sub-
mitting requests to transfer a field mis-
sionary to Bethel for more than three
months.—See 4:7.
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6. Housing for Field Missionaries:
Generally, branches should endeavor to
house a field missionary couple or two
single brothers by themselves in a mod-
est apartment or house. Branch Comumit-
tees will follow the guidelines and op-
tions below:

e Field missionaries should be as-
signed to densely populated areas
where their efforts may have a
profound impact in stabilizing
and strengthening preaching and
congregation activities. After the
Branch Committee has identified
an area where field missionaries
can be used effectively, a quali-
fied brother should be assigned
to research available housing op-
tions and the costs involved. This
could include identifying King-
dom Hall apartments or apart-
ments that local brothers are rent-
ing out. The Branch Committee
should guide those who are as-
signed to research the matter so
that the needs of foreign mission-
aries, such as safety, the distance
to the territory, and the availabili-

ty of public transportation, are
kept in mind. Have in mind that.
some locations may be a'llttle A

more costly but would aI}Qw the
field missionaries to be more. CLI"I—
trally located in their a551gned ter-
ritory. The Branch Com!:l'ul-teeJ not
the field :msslonane"s,‘mll make
the final decision as to which ac-
commodations shnuld be rented.

» Consider the health and safety of
the field missionaries. Are there
apartments ‘or small dwellings
suitable for a couple and available
in a reasonably safe location? A
larger apartment or home to house
more than one couple would be
recommended only when safety
and/or health issues require it or
when providing separate housing
is considerably more costly. For
example, an older single or wid-
owed missionary sister may not
need to be assisted by local pub-
lishers as outlined in 6:11. How-

ever, for her safety and peace of
mind, it may be advisable for her
to share accommodations with a
younger missionary couple., Addi-
tionally, in some lands it would be
very expensive o set up smaller
missionary homes in areas where
electricity, water, and other basic
utilities are not available. There-
fore, the Branch Committee
should exercise good judgment
when considering these factors.

The Branch Committee is autho-
rized to spend up to USD 1,000
per month per couple for mission-
ary accommodations. Please note
that this approval limit includes
the monthly cost of utilities. In
most lands, a suitable. apartment
and utilities for two people would
cost USD 200 to 500 per month.
Higher expendltureb would be
viewed as, quite. exceptmna] and
pos‘.,s:bly extravagant in develop-
ing lands. This approval level on
Tental agruementﬁ has been es-

- tabhshed on the premise that the
'Branch Committee will be careful

tq ensure that field missionaries
are located where they can accom-

"p]ish the most good and where

the cost of accommodations and
utilities will not be prohibitive. If
you need further direction on this
matter, please write to the Pub-
lishing Committee. The branch
office should care for the payment
of rent and utilities and help the
field missionaries handle any le-
gal agreements that may be need-
ed to secure accommodations. If
local circumstances require pay-
ing the owner several months of
rent up front, this may be done up
to a maximum of one year’s rent-
al. Rental agreements that exceed
USD 1,000 per month or USD 12,-
000 per year or recommendations
that involve the construction of
new missionary homes should be
sent to the Publishing Committee.
If it is concluded that a branch-
owned missionary home should
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be used for some other purpose or
sold, the recommendation should
be sent to the Publishing Commit-
tee.—See 5:192.

¢ In cases where it might be less ex-
pensive for the individual renter
to pay the rent instead of the or-
ganization, the branch office may
provide the missionary with the
funds to cover the rent. As long
as the monthly rent and utilities
for field missionaries is less than
USD 1,000 per month for two peo-
ple, there is no need to show this
on the Record of Allowances (A-29)
form.—See 5:192.

7. Home Equipment Needs: Branch
Committees must be practical, kind, and
generous in the supplying of suitable
home equipment for the field missionar-
ies. A standard approach will not work
in all countries. Some field missionar-
ies may have personal linens, furni-
ture, and equipment that they want to
use in their assignment. Newer mis-
sionaries may have very little an

need more assistance in oblaml‘ngxthég
items. A rented aparbnentfm one '[eca—
tion may have heating, air cdr;gltloni't'\g,
appliances, and access to laundry 4 facili-
ties. In other locatrﬁns, lhe’apartment
may lack these pml 5, and field mis-
sionaries will néed tobe provided with
these basie, necessu;,gs “he local situa-
tion and aroumsta'ﬁce:. must be careful-
ly cunsﬁ‘u.;%d e branch office should
avoid installing ‘expensive equipment,
suchias water-filtration devices and back-
'ﬁfu elecgc_qaﬁystems, in rented mission-
ary homes. For rented accommodations,
_it is preferred that any additional equip-
“mient that the branch office obtains be
limited to what is practical and what
could be moved easily to another rent-
ed home. For example, while the branch
office should not install expensive gen-
erators in a rented missionary home, a
less-expensive portable generator that
provides backup power for the refrigera-
tor and air-conditioning may be obtained
if needed. The same principle applies to
other equipment, such as water filters.
If there is a legitimate need for some-
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thing beyond that, then please write to
the Publishing Committee. If the Branch
Committee feels that it is reasonable to
provide Internet service for a mission-
ary home and the missionaries agree to
cover the monthly costs, it may submit
the recommendation with the details to
the Publishing Committee for consider-
ation, explaining the cost of installation
and the monthly cost per person.

8. Shepherding Visits: The Branch
Committee assigns members of the com-
mittee to make annual shepherding vis-
its on field missionaries. Such visits are
not made on circuit overseers in foreign
service nor on field instructors in foreign
service. If it is practlcal the visit could
be arranged" in cunjumhon with anoth-
er asalgnmcnt sucf'f as a circuit assem-
bly or a Klngdom Hall dedication, per-
haps using Fr:day or Monday to meet
with the missionaries. Aparl from trav-

‘e'l time, ‘usually no more than a day or

two should be needed to meet with all

" of the field missionaries in a particular

city. After his meeting with the field mis-

“sionaries as a group, the branch repre-

sentative may spend any remaining time
with the missionaries on an individual
basis. The branch representative should
make it his goal to provide each mis-
sionary couple or single missionary with
specific, warm commendation. (Prov. 12:
25; 1 Thess. 5:11) Following the visit, the
branch representative will provide the
Branch Committee with a completed Per-
sonal Qualifications Report (S-326) on each
field missionary. If problems or concerns
arise, the branch representative should
not try to handle these on his own. Rath-
er, he should report his observations to
the Branch Committee, which will fol-
low up as needed. If the branch repre-
sentative is married, his wife may be giv-
en time off from her Bethel assignment
to accompany him. While her husband is
making the shepherding visits, she could
spend time in the ministry, perhaps with
other missionaries or with some of the
local publishers.
e While it is strongly preferred that
Branch and Country committee
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members make such annual vis-
its, other mature and exceptional-
ly kind elders working in the Ser-
vice Department may be assigned
to assist the committee members.
This exception is made primarily
for lands where there are a large
number of field missionaries or
where some members of the com-
mittee cannot care for this assign-
ment because of age or health.

9. Travel Expenses: If a field mission-
ary needs some assistance to cover his
actual round-trip travel expenses to at-
tend his assigned circuit assembly, re-
gional convention, or Kingdom Minis-
try School, the Branch Committee may
reimburse actual travel expenses upon
request. This provision is not to be ad-
vertised and is intended only to cover
unusually high travel expenses that may
be involved to reach the assigned assem-
bly or school.

10. Recommending the Deletion of
a Field Missionary: Occasionally, a
Branch Committee finds it necessary to

recommend the deletion of a field mis—

sionary, perhaps because of prolonged
problems in getting along with others or
chronic health issues that prevent him
from fulfilling the requirements for field
missionaries. Before sending the recom-
mendation to the Service Cnniimlteé,
the Branch Committee should arrange
for a meeting WIth the field missionary
to explain the reasons for recommendmg
his deletion. Ifsthe missionary disagrees
and wishes to prqwde his comments to
the Servicé Committee, he may submit a
letter that should be forwarded with the
Branch Committee’s recommendation. If
he agrees with the recommendation, this
should be indicated in the Branch Com-
mittee’s letter. The Service Committee
will consider the matter and provide Fur-
ther direction. If requested, the branch
office is authorized to assist a departing
missionary with the cost of return travel
to his home country and the costs asso-
ciated with shipping his basic personal
belongings.

11. Long-Term Care of Field Mis-
sionaries: At times, field missionaries
who have served faithfully in their for-
eign assignment for decades begin to ex-
perience chronic health problems or the
limitations of old age or disease. The or-
ganization is pleased to care for their
needs. (Ps. 71:9) While there is no ar-
rangement to provide housing and long-
term care for field missionaries at Bethel,
the Branch Committee will take the lead
in thoroughly investigating other options
with the objective of providing the field
missionary with personal and/or medical
care while the field missionary remains
in a field assignment. For example, could
the local congregation provide needed
assistance? (Mark 10:28-30) Are‘qua'lif_ied
local publishers or pioneers with med-
ical training and experience available
to assist? (1 Thess. 5:14) In some cases,
consideration could be given to hiring
a publisherior.a pioneer to care for the
[ong-tu'm needs of the brother or sister.
If a plpneer___m involved, the branch may
direct the congregation elders to show
the:pioneer consideration regarding his
annual hour requirement. Simply put,
the Branch Committee should consider
what can be done locally, in the foreign
assignment, to meet the long-term needs
of the elderly field missionary in the best
way possible—See 6:6; Eccl. 5:18.

12. In some cases, a longtime field mis-
sionary may request to live closer to
fleshly or to spiritual family members
who are eager to care for his physical or
medical needs; this is appropriate and
appreciated. (1 Tim. 5:3, 4) However,
what if long-term specialized health care
cannot be provided in the foreign assign-
ment and the field missionary has no
family members available to assist him?
In such cases, thorough consideration
will be given by the Service Committee
to transferring the field missionary to an-
other country, such as his home country,
where health care can be provided while
he serves in the field. As noted above, it
may be possible to utilize the services of
qualified brothers and sisters in the field
who can provide the personal assistance
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that is needed. In an exceptional case
that seems to necessitate transferring a
field missionary to Bethel for long-term
health care, the Governing Body will
need to be consulted.

HOSPITAL INFORMATION
SERVICES

13. Under the supervision of the Ser-
vice Committee, Hospital Information
Services (HIS), a world headquarters de-
partment, provides direction and practi-
cal assistance to branch Hospital In-
formation Desks (HIDs) and Hospital
Liaison Committees (HLCs). This ar-
rangement (1) supports the Bible-based
position to ‘abstain . . . from blood” and
(2) helps to correct misconceptions about
the position of Jehovah's Witnesses on
medical care.—Acts 15:29.

14. HIS provides periodic training for
the branch HID and the HLCs. HIS
maintains a database of current medical
articles on transfusion-alternative b;eat—
ment strategies from respected. medlca]

journals. HIS also supplies HIDs w:th-

useful medical publications, medlcal ar-
ticle citations lists, video programs on
transfusion alternatives, and. favorable
court decisions mvolwng patients’ rights.
Therefore, branéh HIDs should not do
extensive searches for medical infor-
mation or begm wurkmg on any other
materlalb related to HID or HLC activi-

Vi;llhoul pérmlssmn from the Service
.(.ornmmee When emergency cases Or
ol.hcr urgent situations arise requiring
such ;Jnformalmn, HIS should be con-

“wtacted immediately by e-mail or by
telephone, following up with official cor-

respondence, which would normally in-
clude the Medical Emergency Worksheet
(hle-7-E). HIS will provide any needed
materials. To accommodate urgent re-
quests for information on medical al-
ternatives to transfusion, HIS maintains
24-7 telephone accessibility. A branch
HID should also be accessible to HLCs
and hospital professionals in its branch
territory on a 24-7 basis.
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15. If a branch HID becomes aware of
a high-quality, peer-reviewed, local-
language medical arlicle and the Branch
Committee believes that the article
would be useful, such an article, along
with a brief English summary, may be
sent to HIS for approval. Articles should
focus on one or more of the following:
(1) drugs, devices, or techniques that
reduce or eliminate the use of (donor)
blood transfusion; (2) ethical/legal con-
cerns, patients’ rights, or informed con-
sent issues; (3) transfusion hazards;
(4) the cost-effectiveness of transfusion
alternative strategies; or (5) an outline of
how to perform a specific medical or sur-
gical procedure without:the use of donor
blood.

16. Hospital Information Desk
(HID): An HID is established at each
branch to oversee the HLCs within its

wassigned territory. The Branch Commit-
“tee directs the work of the HID. The

department name Hospital Informa-
tion Desk is to be used when communi-

‘cating with the HLCs and other de-

partments within the branch office and
when writing to other branches and to
headquarters. However, when the HID
communicates with doctors and secular
professionals, its letterhead and business
cards should describe the department
as “Hospital Information Services (Coun-
try) for Jehovah’s Witnesses.” An HID
should also use this designation when
it uses exhibit booths at medical confer-
ences. While there is no arrangement for
HID representatives to visit HLCs, the
Branch Committee may grant approval
on a case-by-case basis for an HID rep-
resentative to visit an HLC that is in ur-
gent need of training or that is finding
it difficult to assist the brothers to ob-
tain medical care without blood trans-
fusions, The support and medical infor-
mation provided by HIS is primarily in
English. Therefore, if possible, the HID
overseer or his assistant should be rea-
sonably proficient in spoken and writ-
ten English, in addition to the local lan-
guage —See the Service Committee’s
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letter to all branches dated HSA:HIA
February 13, 2014, No. C-26033S.

17. The HID maintains a list of con-
sulting doctors who are respected, high-
ly skilled, well-known advocates of non-
blood management and who are willing
and able to explain effectively to less ex-
perienced doctors the use of transfusion
alternatives. When emergencies or com-
plicated cases arise, the HID may pro-
vide an HLC with the name of a con-
sulting doctor. If there are no consulting
doctors available in the country, the HID
may contact HIS or a nearby branch
HID for assistance. Each HLC maintains
a list of cooperative doctors in its local
arca who have agreed to care for Wit-
ness patients. (In smaller branches with
few cooperative doctors, the HID may
decide to keep on file the HL.C lists of
cooperative doctors.) Thus, when Wit-
nesses seek a cooperative specialist or
medical facility, the HLCs can supply
the names of several doctors or medi-
cal facilities that can provide the need-
ed specialized care. (HLCs may provide
indirect humanitarian assistance through

Witness relatives or local elders to dis-

fellowshipped individuals.) HLCs refrain
from endorsing doctors, medical proce-
dures, medical facilities, pharmﬁceutl-
cals or herbal products, and alterna-
tive therapies. In all matters of hcalth
care, members of the HLCs avoid im-
posing their conscience on others. For
cooperative physicians and facilities out-
side their assigned area, HLCs may con-
sult with neighboring HLCs or with the
branch HID. Only the/FIID should con-
sult a nearlpy branc__h or HIS as needed.
—See the Service Committee’s letter to
all branches dated GAO:HIA October 2,
2006.

18. Hospital Liaison Committees
(HLCs): The Branch Committee deter-
mines the number of HLCs nceded in
its branch territory. When an HLC needs
additional brothers to help care for the
workload, the HLC determines who
should be recommended. Qualifications
for HLC members are outlined in Circuit
Overseer Guidelines (tg). The HLC should

consult the circuit overseer to ensure
that the recommended brother is quali-
fied to serve in this capacity. The HLC
then sends the recommendation to the
HID, using the Hospital Liaison Committee
Recommendation (hlc-21) form. [f in agree-
ment, the HID forwards the recommen-
dation to the branch Service Department
for comments. If there is no objection
to the appointment, two members of the
Branch Committee may approve it.

19. HLCs are set up in most major cit-
ies to (1) act as a liaison between health-
care providers and Witness patients and
their families when requested; (2) assist
Witness patients in locating doctors will=
ing to provide treatment without blood
transfusion; (3) provide medical articles
to doctors, in accordance with copyright
laws; (4) arrange consultations between
local doctors and experienced special-
ists; (5) assist Witness patiénts in trans-
ferring to another medical facility if
this becomes necessary; (6) make pre-
sentations to medical staffs, health min-
istries, socml welfare officials, legal per-

,sonnel and others aboul our position

on medical care and/or blood transfu-
sions; and (7) appoint elders to serve
as Patient Visitation Group (PVG) mem-
bers. HL.Cs coordinate the activity of the
PVGs and meet with the members at
least once a year to review needs, offer
encouragement, and keep these elders
abreast of HLC activity. During a local
blood-related medical crisis, the branch
may designate HLC members to respond
to media inquiries. The Branch Commit-
tee would likely direct the HID and the
HLC members to work closely with the
branch Legal Department and the Pub-
lic Information Desk on such media mat-
ters. (See 3:44, 52-53, 56-61.) Annually,
toward the beginning of the year, bodies
of elders receive a letter from the branch
with an updated list of members of the
local HLC, unless the elders have access
to regular updates on jw.org.

20. Patient Visitation Groups
(PVGs): HLCs organize PVGs in key
cities to provide spiritual support for
hospitalized Witness patients from
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outside the local area. HLCs may con-
sult with the circuit overseers for recom-
mendations of elders to serve as PVG
members. An HLC member is assigned
to oversee PVG activity, especially in
metropolitan areas. At least once a year,
HLCs meet with the PVGs to review
needs and offer encouragement. During
hospital visits, the PVG elders endeavor
to provide emotional and spiritual sup-
port and, at appropriate times, pray with
Witness patients and relatives, When a
PVG finds a patient from a local con-
gregation who needs assistance and sup-
port, it facilitates contact with the elders
in the patient’s congregation. PVG activ-
ities do not replace the responsibility of
the local congregations to visit and care
for the needs of their publishers who are
in the hospital.

21. Bloodless Medicine and Sur-
gery Programs (BMSPs): Hospitals
in some lands have established BMSPs,
blood conservation programs, and‘fp"'a-

tient blood management programs. This

means that the hospital administration,

the coordinator(s) within the ﬁmp;tal i

and/or various specmllsts have maﬁe a
commitment to provide medjca.l or sur-
gical care without donor blood “transfu-
sions to patients who request such care.
At times, busmeqs ‘organizations make
contracts with hospltals to develop and
maintain BMSPs. Even when staffed by
W:tnc;sgg, su{:h organizations are not
spok(:bml,ri for Jehovah’s Witnesses.

_22. ‘énULCa §hould not endorse or par-
tlcxpate in' the meetings of BMSPs or
sharé \with them the HLCs' confidential
lists of cooperative doctors. The activ-
ity of these entities must remain sepa-
rate from HIDs, HLCs, and the congre-
gations. (See km 9/87 p. 4 and 6/77 p. 4.
The branch should write to the Service
Committee if there are some unusual cir-
cumstances warranting a different ap-
proach.

23. Medical Conferences: The
Branch Committee should be very selec-
tive as to the type of conferences and
the number of conferences it approves
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for the HID to attend each year, so that
Bethel members are not away from their
regular assignments too frequently. Only
conferences directly related to the blood
issue should be considered. However,
conferences featuring blood conserva-
tion or transfusion-alternative strategies
will often discuss Jehovah's Witnesses
and having an HID or HLC representa-
tive present may help to correct any mis-
information. If a conference is held in
another country, the Branch Committee
should seek in writing the approval of
the Service Committee to have a repre-
sentative attend.

24, If the HID ‘or.an PTLG"]@ invited
to present mformatmn on the posi-
tion of Jehovah's Wltneqses on medi-
cal matters and. the., Branch Committee
agrees, a copy of the proposed presenta-
tion. qhould be sent to the Service Com-
mittee:for approval. This is not necessary

' -.tf ﬂ'le-:bmther uses the standard HID/

HLL PowerPoint presentation.

25. The branch should not sponsor a
medical conference or symposium. If co-
operative doctors consent to their names
being given to the sponsors as poten-
tial presenters, this may be done. If the
Branch Committee believes that more in-
volvement is warranted, the Service
Committee should be consulted. There
is no objection to HLC members verbal-
ly informing cooperative doctors of such
events if the HLC believes that the doc-
tors may wish to attend. However, HLCs
should not initiate a special campaign to
invite doctors in their area to the event
and should refrain from advertising or
giving the impression that they endorse
or promote an event, even when Wit-
nesses are organizers. Furthermore, the
branch should not incur transportation,
registration, or lodging expenses for phy-
sicians to attend these events. If further
consideration is warranted, the Branch
Committee should write to the Service
Committee.

26. Exhibit/Display Booths: The
branch should be very selective regard-
ing the type and the number of medi-
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cal conferences for which it will seek
approval to set up a booth. Only confer-
ences attended by doctors who regular-
ly deal with the blood issue are to be
considered. Before contracting with the
sponsors to exhibit, the branch office
should seek approval from the Ser-
vice Committee, submitting the name
of the conference, its location, expect-
ed attendance, lotal costs, and other rel-
evant information concerning the event.
Only the approved booth graphics and
signage should be used. The Service
Committee should approve any modifi-
cations. When a booth is requested
from a custodial branch, sufficient lead
time should be allowed (at least three
months). Only the approved presenta-
tion Kits should be used as handouts.
Branches may write to HIS for sugges-
tions on what to include in the informa-
tion packages for doctors.—See the let-
ters to all branches dated HIM:HIO
August 23, 1999, and HIM:HIP Decem-
ber 22, 2000.

27. Medical Devices and Supplies:
Hospitals in developing countries may

ask the branch to donate medical devic-

es, equipment, or other supplies. Befote

making any commitment, the Branch™

Committee should write to the Service
Committee for direction. A

e Pharmaceuticals: In dcvelupmg
lands with limited access:to. ba-
sic pharmaceutmals, a branch
may wish to store’a small sup-
ply of apt.nalwed medicine (such
as EPO ot iron), and/or other ba-
sic medlcal supph(;“: However, be-
fore rqqucut;ng permission from
the Service Committee, the
branch should check with regula-
tory health agencies in the coun-
try to determine the legal require-
ments that regulate storing these
items. If the Service Committee
approves the request, the branch
should be judicious in the amount
of medicine kept on hand, per-
haps storing only a six-month sup-
ply or enough for two or three
patients. The branch should sub-

mit a Nonliterature Branch Request
to replace any items used. Broth-
ers may express their appreciation
for this arrangement by donating
financially to defray the cost of re-
plenishing the stock of medicine
and supplies, though such a dona-
lion is not a requirement to bene-
fit from this arrangement.

28. Web Sites: Neither the branches
nor the HLCs should place information
about HID/HLC activity on any public
Web site unless the Service Committee
grants approval.

OUR KINGDOM MINISTRY

29. Branch Committees are authorized
to make necessary adjustments to the
local edition(s) of Our Kingdom Minis-
try or to outline adjustments in a letter
to the affected congregaltons However,
rather than, preparing new material for
Our Kingdom Ministry to address a local
problem, the branch office should try to
use material that has already been pub-
lished. T'n some cases, it may be best for

" the branch lo send a letter to the bod-
Lies of elders explaining the concern that

needs attention and instructing the el-

‘IdClS to make local application of cer-

tain published references during a local
needs part on the Service Meeting.

30. If there are unique situations that
cannot be addressed as described above,
the Branch Committee may submit a
draft Qur Kingdom Ministry article to the
Service Committee for consideration.
This would need to be done several
months in advance of scheduled print-
ing. What is written about should deal
primarily with the field ministry and oth-
er activity pertaining to the preaching
and teaching work, Generally, it is not
wise to prepare new material featuring
Scriptural direction on topics such as lo-
cal marriage or funeral customs or su-
perstitious practices common in the
branch territory. If the Branch Commuit-
tee feels that there are unique circum-
stances that need lo be addressed during
the Service Meeting, it is best to write to
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the Service Commuttee for direction be-
fore preparing new material.

31. Foreign-Language Editions: It is
recommended that branches use the
foreign-language edition of Our King-
dom Ministry prepared by the translat-
ing branch. This reduces the amount of
work for translation teams and makes
for a unified approach for presenting the
good news to certain language groups.
Rather than adjusting Our Kingdom Min-
istry, the branch office may send a let-
ter to congregations and groups with any
needed direction that applies to their ter-
ritory when a specific need arises for a
particular foreign-language field. In an
exceptional case, an article prepared by
the branch office for the local foreign-
language edition may be sent to the Ser-
vice Committee for review and approval,
in harmony with the guidelines outlined
above.

32. Literature Offers: Literature Jof-
fers are established to meet the needs of
the territory, with the objective of he}p—
ing many more people learn” about. the
good news of the Kingdom. (1 Cor. 9:26;
14:9) All Branch and Cnuntry cnmmlt-
tees should carefu!}y rev:ew the offers
set forth by the Service Committee in
the Governing Bodys annual letter and
determine whxch items ‘will best suit lo-
cal needs. Branéh:Gommittees are autho-
rw:d.ﬂto ‘make: needed adjustments and
annaunce these adjustments in the local
ediquan(s) of '@ur Kingdom Ministry or, if

“Necessary,«in correspondence to the af-

fected congregations. If a suggested pre-
sentation in the base edition of Our

"'"-'-Kiﬂg’cfam Ministry does not fit local cir-

cumstances, the branch office should re-
place it with a more fitting one.

33. Field Service Highlights: The
Branch Committee may decide what no-
table field service highlights will appear
in the local edition of Our Kingdom Minis-
try. This may include new peaks reached
in the number of publishers or pioneers,
the total number of Bible studies con-
ducted, the number of new ones bap-
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tized, or the fine results achieved dur-
ing a special campaign. The objective of
such highlights is to encourage all mem-
bers of the congregation, including those
whose field service activity appears to
be small. (Mark 14:8, 9; Luke 21:14) The
highlights should not report on averages,
such as hours, placements, return vis-
its, or Bible studies. If many lands are
served by a particular edition of Our
Kingdom Ministry, the Branch Commit-
tee(s) will likely find it advantageous to
alternate country reports month by
month.—See 5:84.

SERVICE DEPARTM ENT

34. Under the dxrechon nf the Branch
Committee, the Serwce Department
cares for malters re]ated to the preaching
work and. the activity of congregations,
celders and’ ‘ministerial servants, circuil
overseers, and pioneers. It also arranges
assembhes and conventions and various
theocranc schools. Brothers in the Ser-

" vice! Departrmnt prepare responses to

reports and inquiries from the field

. ‘that relate to the preaching work and

congregation activities. The Service De-
partment works closely with the Local
Design/Construction Department to de-
termine where Kingdom Halls and As-
sembly Halls are needed and their pri-
ority. The Governing Body provides
direction on such matters through the
latest publications on congregation orga-
nization, various guidelines, and letters.
If there is no clear policy on a matter,
the Service Department should forward
its questions to the Branch Committee.
The Branch Committee may need to con-
sult with the Service Committee or an-
other Governing Body committee for di-
rection.

Department Organization

35. Overseer: A member of the
Branch or Country committee will be ap-
pointed to serve as the Service De-
partment overseer. (See 2:13.) In most
branches, an assistant overseer should
be appointed to care for the workload,
especially when the overseer is away
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from the office. In larger branches,
two brothers may be appointed by the
Branch Commiltee o serve as assistant
overseers.—See 2:15.

36. Deskmen: In a small branch of-
fice, the overseer may be able to han-
dle the work of a Service Department
deskman. In most branches, however,
the Branch Committee will appoint oth-
er qualified elders to serve in the Service
Department as deskmen who will care
for the reports and correspondence from
a number of circuits. The number of cir-
cuits assigned to a deskman varies ac-
cording to the brother’s workload, capa-
bilities, health, and age limitations.

37. A deskman should be an experi-
enced elder known for his loyal adher-
ence to theocratic direction. He must be
courteous, loyal, and courageous in giv-
ing sound Scriptural direction. He must
be well-organized and diligent in car-
ing for his responsibilities. He may have
gained experience as a Service Desk sec-
retary for several years. Experience has
shown that there are benefits for some
of the deskmen to have served in the

traveling work prior to Bethel. Deskmen’.

should give thorough training to.the sec-
retaries in the department with the ob-
jective of helping them to take on great-
er responsibility in the future. (2 Tim.
2:2) In most cases, such a treil'ﬁin'g pro-
gram would make it unnecessary rou-
tinely to transfer circuit overseers to
Bethel to serye injthe 5erv1ce Depart-
ment. Huwuvcr if there is a need to
transfer a circuit overseer to Bethel to
serve as a Serv_lce.Department deskman,
the request, along with a complete ex-
planation, should be submitted to the
Service Committee. If the Service Com-
mittee agrees to release the circuit over-
seer for Bethel service, the recommenda-
tion will then be sent to the Personnel
Committee. (See 4:7) When consider-
ing this oplion, the Branch Committee
should keep in mind that not all circuit
overseers and their wives will be able to
adapt to Bethel life.

38. A deskman should be careful to
avoid giving his own opinion on service-
related matters. His counsel must be
sound, based on the Bible and theocrat-
ic guidelines. (1 Cor. 4:6) To ensure that
proper theocratic direction is relayed to
the field, a proofreading system should
be established. One deskman may proof-
read the work of another.

39. Service Desk Secretaries: As the
workload increases, a brother may be as-
signed as a secretary (o a deskman. Al-
though he may be younger in years and
may not have the same level of experi-
ence, a secretary must have the spiritual
qualities required of a deskman. While
it is preferred that a Service Desk sec-
retary be an appointed elder, he would
generally not need to be an older broth-
er with many years of Bethel service or
field experience. A modest young broth-
er with fine spmluahty and the potential
to qualify. in time to serve as a deskman
may be used. His duties would include
opening and sorting mail, attaching rele-
yant background material, typing letters,

) ﬁllng, entermg information into the com-

puter, and so forth.

40, Desk Groups: As the number of
deskmen increases, it may be practical to
arrange them in groups of five or six and
have them circulate difficult cases. The
more-difficult cases can be considered
at a weekly meeting. (Prov. 13:10) At
the discretion of the Branch Committee,
the more experienced Service Desk sec-
retaries could be included in the group
meetings in order to further their train-
ing. If those in the Service Department
cannot resolve a complex issue by using
published direction or if a case is of ma-
jor importance, they will refer the mat-
ter to the Branch Committee. The Branch
Committee, in turn, may need to con-
sult with the Service Committee for di-
rection.—See 2:21; 6:55.

Handling Telephone Calls
and Correspondence

41. Telephone Calls: A telephone call
should always be answered in a kind
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and loving way. Even though the broth-
er taking the call is busy and it may in-
terrupt his work, reflecting warmth, re-
spect, and concern for the brothers and
others is important. One should be as
helpful as possible to the individual call-
ing. If the caller is from outside of Beth-
el, it is not wise for a deskman or his sec-
retary to give his name unless the caller
is a circuit overseer. However, there is no
objection to providing an outside caller
with the desk symbol of the deskman.

42. A telephone memorandum should
be made for all telephone calls that deal
with important matters and for calls in
which direction is given and a record is
necessary. The memorandum should in-
clude the name of the caller, the call-
er’s telephone number, the congregation,
the nature of the call, who took the call,
and any direction that was given. This
can be filed in the General Correspon-
dence section of the congregation’s file
or in the HOLD file if a letter is forth-
coming. If the caller presents a wclghty
matter, he should be requested to Wnl;e
to the branch office.

43. Incoming Mail: Insrnaller branch-
es, the Service Department ovetseer may
be able to handle routine mail. Tn most
branches, it may be necessary to have
a mail desk oria correspondence clerk
assigned to opcn postal mail. A simi-
lar arrangement ‘may be needed to pro-
cess anduroute, incoming electronic cor-
respnndenceb Incnmmg mail is handled
in I:P\e date order of receipt and accord-
ing toits urgéncy If at all possible, those
w0rkmg in the Service Department
should make it their goal to reply to cor-
aespondence within two weeks.

44. Requests for Kingdom Hall Ad-
dresses and Meeting Times: In most
cases, the branch office may provide any
inquirer with basic information about
Kingdom Hall addresses and meeting
times. There is no objection to replying
by e-mail to written requests for such ba-
sic information.—See 3:14; 6:48.

45. Correspondence From Other
Branches: When another branch writes
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to an individual in the branch territory,
the letter will usually be sent to the Ser-
vice Department for forwarding lo the
addressce. In most cases, such letters
can be sent directly to the addressee. If
there are any concerns about the infor-
mation being provided or about the ad-
dressee, it would be best to send the
letter through the congregation, with ap-
propriate direction to the elders.

46. If the letter to the individual is ac-
companied by a courtesy copy for the
branch, the original should be sent to
the addressee, as directed above, and
the courtesy copy filed in the BRANCH
CORRESPONDENCE FIL!;? 1f the let-
ter to the gndw:dua_] iSynot accompa-
nied by a courtesy’ copy to the branch,
this means that it was received electron-
ically and @rmled “in the office. The let-
ter'may be mailed as outlined above. A
photocopy does not need to be made

for the BRANCH CORRESPONDENCE
FILE, as the electronic file copy will be

retained according to the retention pol-
icy.

~ 47. Letters sent to those living outside

the branch territory are usually not
mailed directly to the individual. Rath-
er, after the letter is approved, it is sent
to the overseeing branch office to be for-
warded to the person or his congregation
body of elders. (See 6:44-46.) Exceptions
to this general policy are outlined in 6:
48-49.

48. Inquiries From Publishers in
Other Countries: It is important that
all those who consider moving to a for-
eign land prayerfully count the cost and
seek Jehovah’s direction. (Luke 14:28;
Jas. 1:5; od p. 111; km 8/11, pp. 4-6) The
branch office should be helpful and re-
spond promptly to any publisher who in-
quires about serving temporarily or per-
manently where the need is greater. If a
written inquiry is accompanied by a fa-
vorable letter of recommendation from
the Congregation Service Committee,
the Service Department may provide
such information as Kingdom Hall ad-
dresses, meeting times, and contact in-
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formation of the coordinator(s) of the
body of elders. The Service Department
should be sure that any areas being rec-
ommended for assistance are safe for for-
eigners. The reply letter may be sent di-
rectly to the publisher via e-mail or
surface mail. If the branch office is un-
certain about the qualifications of a par-
ticular publisher, the letter should be
sent to the inquirer’s branch office, indi-
cating that the letter should be forward-
ed to the individual or to his body of el-
ders.—See 6:44.

49. While branches are authorized to
provide general information to publish-
ers about the country and congregations
needing assistance, the branch is not au-
thorized to provide extensive additional
assistance, such as issuing sponsorship
or guarantee letters; supplying residency,
visa, or other legal forms; locating pio-
neer partners; and arranging suitable ac-
commodations. These are personal mal-
ters that require careful investigation by
the publisher before he or she moves to
another country. Therefore, it is the re-
sponsibility of the individual publisher,

not the branch office, to obtain informa-
tion aboutl visa requirements and work

permits —Gal. 6:5.

50. Certificates or Letters for Jeho-
vah’s Witnesses: On occasion, pub-
lishers and others associated with a lo-
cal congregation may request that the
body of elders or the branch office pro-
vide them with a 51gned Tetter'or certif-
icate that confirms or prlmm in some
way the person’s relatlunshlp with the
Christian congregation. For example, lo-
cal authorities in some areas may require
that an elder who performs weddings or
one who conducts meetings in prisons
register and provide some proof of his
ordination as a minister. A publisher or
pioneer who is moving to serve where
the need is greater in another country
may request that the body of elders or
the branch office provide him with a let-
ter confirming that he is one of Jeho-
vah’s Witnesses in good standing. The
immigration authorities in some coun-
tries may ask a person who is regularly

attending congregation meetings to pro-
vide a signed statement from the body
of elders confirming that fact. In some
lands, baptized Christians are called
upon to explain to the authorities their
personal and conscientious objection to
military service. In neutrality cases, it
may be helpful for the authorities to re-
ceive a letter or a certificate from the
congregation or the branch office con-
firming that the conscientious objec-
tor is an ordained and baptized minis-
ter of Jehovah’s Witnesses or a full-time
preacher of the good news. The Branch
Committee is responsible for carefully
determining (1) if the elders or the
branch office should be involved in re-
plying to such requests; (2) if so, the ap-
proved wording to be used; and (3) for
whom such letters_bang cerhﬁqates may
be provided. In most cases, the elders
or the branch would issue such docu-
ments only for publlshers in good stand-
ing. Any such, letters or certificates ap-
proved by the Branch Committee should
be limited to explammg the facts and not

_govinto detail about a brother’s or a sis-
“ter’s personal convictions. (1 Pet. 3:15)

Furthermore, any document provided by
the branch office on the letterhead of

‘one of the organization’s local legal enti-

ties should not in any way imply that the
organization is sponsoring the person
financially or legally. (Gal. 6:5) Publishers
and pioneers who move on their own to
another land should not be represented
to immigration authorities as “mission-
aries” because they are not sponsored
by the organization as is done for those
who are in the Worldwide Order of Spe-
cial Full-Time Servants of Jehovah's Wilt-
nesses. If the Branch Committee needs
further guidance on such matters involv-
ing publishers, pioneers, or others in the
field, it should write to the Service Com-
mittee. Matters related to the support of
members of the Worldwide Order are
further described in 3:34-38.

51. Circuit Overseer’s Report on a
Congregation: The Report on Circuit
Querseer’s Visit With Congregation (S-303)
is used by the circuit overseer to give
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the Service Department a brief report
on the spirit of the congregation and
any encouragement or counsel given. It
is necessary to acknowledge the circuit
overseer’s report only if further corre-
spondence would be helpful.

52. Appointments of Elders and
Ministerial Servants: Circuit overseers
are appointed by the Governing Body to
care for the appointments and deletions
of elders and ministerial servants. (Acts
14:23; Titus 1:5) The procedures are out-
lined below and in Circuit Overseer Guide-
lines (Ig).—See 6:67.

® Preliminary check before circuit
overseer’s visit: At least one
month prior to the circuit over-
seer’s regular visit to a congre-
gation, the Congregation Service
Committee will send to the Ser-
vice Department and the circuit
overseer the full name, date of
birth, and date of baptism of each
brother the body of elders W1ll be

recommending for appomtmenl as’

an elder or a ministerial senfa.t;lf

2

Congregations with Internét ac=

cess can pmwdu tlus informa-

tion by means of ‘the Rscommen-
dation for E!dc}/MmsfbtmI Servant
(5-62) form ‘usmg ‘the Tnbox fea-
ture on jwiorg. Branches where In-
ternet acces§;i is h*mltcd may allow
congi’e£1humib submit the infor-
ma;%m by means of a phone call

or textmessage. Once a check has

*'L been perforrned the Service De-
partment will inform the circuit
overseer whether there are any le-
gal reasons a brother should not
be considered.

e During the circuit overseer’s vis-
it: During his meeting with the el-
ders, the circuit overseer will dis-
cuss the Scriptural qualifications
of each brother recommended.
(ks10 3:1-10) The circuit overseer
should take adequate time to en-
sure that the consideration is thor-
ough and complete, asking perti-
nent questions during his meeting
with the body of elders until he is
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convinced that the recommended
brother qualifies for appointment.
If the circuit overseer determines
that the brother does not measure
up to the Scriptural requirements
to a reasonable degree, he will ad-
vise the elders accordingly and in-
form them how they can help the
brother to qualify in the future.
At any time, the circuit overseer
should feel free to consult with
the Service Department or anoth-
er experienced circuit overseer.

Only when a brother is (1) being

appointed for the first time as a
ministerial servant r (2)'being re-
appointed as an‘elder or a ministe-
rial servant fggmasdns other than
his:move from one congregation
10 another is, l{ necessary for him

. lo bfe;asked the following ques-
“itions: “Ts there anything from your
— Past even before baptism, or in
Ay'oﬂr personal or family life that

.. disqualifies you or that would pre-

*vent you from accepting this ap-

pointment? Is there any reason
why your appointment should not
be announced to the congrega-
tion? Have you ever been involved
at any time in the past with child
sexual molestation?” In the situa-
tions mentioned above, the circuit
overseer along with another elder
will meet with the brother some-
time following the circuit over-
seer’s meeting with the elders but
before the end of the visit to ask
these questions. If the brother an-
swers “No” to the questions, the
circuit overseer will provide the
elders with a signed appointment
letter that includes the names of
all those appointed during his vis-
it. The circuit overseer will inform
the Service Department of the ap-
pointments using the Notification
of Appointment or Deletion (S-2).
The appointments made during
the visit will be announced to the
congregation at the next Service
Meeting. In all cases, a brother
who has been appointed (or re-
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appointed) as an elder or a minis-
terial servant should be informed
of his appointment before it is an-
nounced to the congregation.

If the brother approved for appoint-
ment is not present at the conclu-
sion of the visit and thus the nec-
essary questions cannot be asked,
the circuit overseer will not in-
clude the brother’s name in the
appointment letter left with the el-
ders at the end of his visit. Rath-
er, when the brother returns, two
local elders will ask the brother
the questions mentioned above.
The coordinator of the body of el-
ders will then inform the circuit
overseer of the brother’s answers
to those questions. If the broth-
er answers “No” to the questions,
the circuit overseer will provide
the elders with a signed appoint-
ment letter. The circuit overseer
will inform the Service Depart-
ment of the appointments using
the S-2 form. At the Service Meel-
ing following the receipt of the ap-

pointment letter, the brother’s ap-
pointment will be announced to {

the congregation.

In the event that a substitute Cll‘(‘l.lll‘ :

overseer is serving the congrega—
tion, he should forward\hlb rec-

body of elders to the r‘eglﬂax cir-
cuit overseer Forggona;\dcratmn
Such recommtndatmns will be
handled as are other recommen-
dations for appointment or dele-
tion between) visits. If the regu-
lar circuit overseer will be away

fJ:Qm_LT]s:_qrcmmLﬂ) less than

mendaugns_m_abcyance until hg
returns; (2) one to three months,
the branch office should designate
another circuit overseer (perhaps
a_neighboring circuit overseer or
one who recently served the cir-
cuit) to consider any recommenda-
tions received from substitutes; or
(3) more than three months, the

branch office should assign anoth-

er circuit overseer to visit congre-

1 1 i it. 1 Ao
ular circuit overseer is unable to
communicate with the affected
congregations and substitutes be-
fore leaving his assignment, the
branch office should take the lead
Appointments between regular
visits to a congregation: When a
brother moves into the congrega-
tion with a favorable letter of rec-
ommendation for reappointment
and the next visit of the circuit
overseer is not in the near fu-

ture, the Congregation Scrv'ii:e.

Comnruttec of the new congrega-
tion may send the S-62 form to
the circuit overseer, informing
him that the body of elders rec-
ommends the brother s immediate
reappomtment A copy of the let-
ter of recommendation signed by
the Senhce ‘Committee of his for-
mer congregation must be includ-

“ed. If the circuit overseer agrees

based on' the favorable recommen-
dation of both bodies of elders, he
ngl generate an appointment let-

. _ter to be sent to the new body of
“elders and will inform the Service

Department of the appointment
using the Notification of Appoint-
ment or Deletion (S-2). If there are
disqualifying factors mentioned or
questions raised in the letter of in-
troduction from the brother’s for-
mer congregation, the circuit over-
seer may encourage the elders to
wait until his visit to make the rec-
ommendation so that they have an
opportunity to observe the broth-
er for a time.

Appointments recommended by
the branch office: At times, the
branch office will assign an ap-
pointed elder, such as a spe-
cial pioneer or a graduate of the
School for Kingdom Evangeliz-
ers, to serve in a particular con-
gregation. In such cases, they will
write to the circuit overseer Lo ad-
vise him that they recommend the
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appointment. Thereafter, the cir-
cuit overseer may generate an ap-
pointment letter to the new con-
gregation and will inform the
Service Department using the No-
tification of Appointment or Deletion
(5-2).

e Other appointments: The circuit

overseer is responsible for the ap-
pointment of coordinators of the
body of elders, assembly over-
seers, and assistant assembly over-
seers—See 6:179.

53. Deletions of Elders and Minis-
terial Servants: The procedures are
outlined below and in Circuit Querseer
Guidelines (1g).

=

® During the circuit overseer’s vis-

it: Recommendations for deletion
because of poor judgment not of
a judicial nature are usually best

considered with the elders during .

the visit of the circuit overseer. At

the start of the circuit overseer’s
visit, the elders will provide. any"

background information ;J;lat wﬂ]

help the circuit ovetseer have 5“-_ .

complete view of the. quahfira-

tions of the brothers, recemmend-

ed for deletion’ Dunng his' meet-

ing with the el érs later in the

week, thetcu'culi: overseer will dis-

cuss the Scfgpm"?al qualifications

of each 'Brather.\, (ks10 3:15-21) He

E,,be hasty but should take

Y adcqﬂ‘te time to ensure that the
" cunbld-gratmn is thorough and
t'og_:p_lﬁe At any time, the circuit

overseer should feel free to con-

sult with the Service Department

“or another experienced circuil

overseer. If the circuit overseer
agrees with the recommendation,
sometime following the discussion
with the elders but before the end
of the visit, the circuit overseer
along with another elder will meet
with the brother to inform him of
his deletion. If the brother agrees
with the decision, the circuit over-
seer will generate a deletion letter
to the body of elders and inform
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the Service Department using the
Notification of Appointment or Dele-
tion (S-2). If the brother disagrees
with the decision, he will be in-
formed of his right to appeal. The
announcement to the congrega-
tion will be held in abeyance.—See
6:54.

Deletions between regular visils
to a congregation: If serious ques-
tions arise concerning a brother’s
qualifications and the next vis-
it of the circuit overseer 15 not in
the near future, the Congregation
Service Committee may send the
recommendation of the body of
elders to the cucmt_ovcraccr im-
mediately. The letter should pro-
vide complete details and indicate
Whether the brother agrees with
the fecommundatlon or not. If the

‘gircuit overseer agrees with the
:Iecommendatmn and believes it

should be processed immediately,

‘he will generate a letter of deletion

to be sent to the body of elders.
If the brother accepts the decision,
the announcement will be made
at the next Service Meeting and
the circuit overseer will inform the
Service Department using the No-
lification of Appointment or Deletion
(S-2).

If the brother disagrees with the rec-

ommendation for his deletion
or it is an issue of poor judgment
that is not widely known, the cir-
cuit overseer may decide to wait
until his regular visit to consider
the matter. However, if the circuit
overseer believes it should be pro-
cessed immediately, he will do as
outlined above. If the brother does
not accept the decision, he will be
informed of his right to appeal.
The announcement to the congre-
gation will be held in abeyance.
—See 6:54.

Resignations and deletions for ju-
dicial reasons or death: The Con-
gregation Service Committee will
immediately inform the circuit
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overseer of deletions of elders or
ministerial servants because of ju-
dicial reproof, disassociation,
disfellowshipping, or death. The
circuit overseer will thereafter in-
form the Service Department us-
ing the Nofification of Appointment
or Deletion (S-2). In cases of re-
proof, he will also generate a dele-
tion letter to the body of elders.
If the Congregation Service Com-
mittee notifies the circuit overseer
that a brother desires to resign for
personal reasons and the circuit
overseer accepts the resignation,
the same procedure should be fol-
lowed.

54. Appeals Involving Deletions of
Elders and Ministerial Servants: If an
clder or a ministerial servant disagrees
with his deletion by the circuit over-
seer, he should be asked immediately
to write a brief letter to the Service De-
partment, with a copy to the body of el-
ders and the circuit overseer, explaining,
why he disagrees with the deletion. The
announcement of deletion will be held
in abeyance. Thereafter, the Service De-
partment will select an experienced cir-
cuit overseer who will then rehear the
enlire matter with the original circuil over-
seer. These two brothers will listen to
the brother carefully and deal w1th=hlm
kindly and justly. They may consult with
the Service Department for advice. After
the two circuit overseers have heard the
elder’s concerns and reached a joint de-
cision, there is no further appeal If it is
decided that the brother should be de-
leted, the announcement will be made at
the next Service Meeting and the circuit
overseer will inform the Service Depart-
ment using the Notification of Appoint-
ment or Deletion (S-2).

5S. In very rare situations, the Service
Department oversight may see a need to
select a special committee (o consider an
appeal involving the matter of brothers’
qualifications to continue serving as el-
ders. For example, a special committee
may be needed in unusual and complex
cases that involve the qualifications of

multiple elders or perhaps even an entire
body of elders. The deskman, in consulta-
tion with Service Department oversight,
will select the special committee from
names provided by the circuit overseer
and then provide direction to the special
committee on its handling of the mat-
ter. (See 6:40.) After a thorough inves-
tigation and a meeting with the broth-
ers involved, the special committee will
then submit its comments and provide
a recommendation to the original circuil
overseer and the other experienced circuit
overseer. (See 6:54.) If needed, the circuit
overseers may consult with the Service
Department. However, the two circuit
overseers, not the special committee nor
the branch office, will make the final de-
termination regarding the qualifications
of the brother(s) in question and inform
the Service Department accordingly.

56. Distributing Documents on
jw.org: Branches are notified when new
and rc\nsed forma, Iettcrs and outlines
are posted’'on MDS. The Branch Com-
mittee will determine whether the item
can be used in the branch territory with-
out any adjustments. If so, it may be
possible for the Service Department to
create a link to the item under the Doc-
tments tab on the Web site. If only minor
adjustments are needed, such as the in-
sertion of letterheads, signature stamps,
and the like, the Service Department
may make the necessary adjustments
and then upload the document to the lo-
cal jw.org directory and create a link on
the site. If the version posted on MDS
requires significant adjustments, the
Branch Committee should request ap-
proval from the appropriate Governing
Body committee.

Processing Judicial Reports

57. Disfellowshippings and Dis-
associations: The elder serving as the
chairman of a judicial committee (or “a
committee” in the case of disassociation)
is to submit one copy of the Notifica-
tion of Disfellowshipping or Disassociation
(5-77) to the Service Department. Usual-
ly there is no need for the elders serving
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on the committee to submit additional
correspondence about the case.

58. Role of Service Desk Secretary:
The Service Desk secretary will be re-
sponsible to review the 5-77 form to
make sure it is complete. If there is any-
thing on the form that is not clear or
is missing, the secretary will contact a
member of the committee that submit-
ted the form. It may be possible to ob-
tain missing information by means of a
telephone call. Once the Service Desk
secretary has verified that the form is
complete, he will enter the record into
the electronic file used by the branch of-
fice. If the 577 form is scanned into an
electronic file, there is no need to keep
a hard copy. Depending on local circum-
stances, it is left to each branch office to
decide whether there is a need to send
a brief acknowledgment to the chairman
of the committee that the S-77 form has
been received.

59. Role of Service Departrﬁéﬁt
Deskman: Though it is not necessary

for the deskman to review all $%77 forms;.
the secretary should be tramed to a]ert .

the deskman to any unuqual or Welghl:y
cases. The following list is 'not compre-
hensive but simply provides some exam-
ples of cases that should be forwarded to
the deskman for' cansrderatwn and care-

ful hand!mg’

e There 1*; a qucstlon as to whether
‘there i a valid judicial charge or
;bu&iment evidence to support the
‘charge.~ks10 5:2-37.

e The S-77 form reveals that the
committee did not inform the in-
dividual of the decision.—ks10 6:9-
10; 7:29-30.

® The individual does not agree
with the decision of the original
committee and the appeal com-
mittee and is now appealing his
case to the branch office.—ks10 8:
14-15,

e The original committee and the

appeal committee do not agree on
the decision.—ks10 8:16-18.
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e The committee has submitted cor-
respondence about the case in ad-
dition to the 5-77 report.

60. The Service Department deskman
and desk groups should not be quick
to second-guess how a commiltee cared
for a particular matter unless it is clear
from the S-77 form and any additional
correspondence submitted that the pub-
lished guidelines in the Shepherding text-
book and current letters to bodies of el-
ders were not followed. In such cases,
the deskman should write to the com-
mittee in an effort to help them bring the
matter to a conclusion. Thereafter, the
deskman or the secretarywill update the
branch office’s files aecordingly.

61. With remstaternents, the deskman
would.not usually ‘need to review the
information submitted unless there are
some unusual factors. One exception is

_whenit appears that sufficient time was

not allowed for the individual to prove
that his repentance is genuine. (ks10 11:

* 3-5) Depending on the nature of the mat-

ter, the deskman may determine to pro-

“vide the committee with some helpful

reminders.

62. Use of Admin and jw.org Inbox
Feature: Branches using these tools will
be able to process and store 5-77 forms
electronically. The following is a brief ex-
planation of the procedure that they may
choose to use:

e A member of the committee sub-
mits the S-77 form using the
jw.org Inbox feature.

® Upon receipt, the 5-77 form is as-
signed to a Service Desk secretary
for review.

e When the secretary has deter-
mined that the form is complete,
he will enter the record in the
electronic file used by the branch
office, such as Tracking Persons. An
incident could be created linking
the form to the tracked person. In
the case of a reinstatement, the
secretary would update the elec-
tronic record and retain the notifi-
cation in the electronic file system.
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e If the 5-77 form needs further re-
view by a deskman, the sccretary
will pass this on to him. After the
deskman has completed his re-
view, he will return the correspon-
dence to the secretary who will
then update any electronic record
of the matter.

e If needed, hard copies of
S-77 forms can be scanned into
Admin. A record of the matter can
be entered into Tracking Persons.
Any hard copy should be shred-
ded.

63. Rescissions: On occasion, the
deskman may determine that the elders
have erred in announcing a disfellow-
shipping. Perhaps the wrongdoing com-
milted did not warrant a judicial com-
mittee or some other error in judgment
occurred. The disfellowshipping may
need to be rescinded. Before proceeding,
the Branch Committee should review the
case. If the Branch Commillee agrees
that the judicial action should be re-
scinded, then the deskman will write to
the judicial committee to explain the er-
rors in judgment. The letter to the ju-
dicial committee should explain that
the announcement to the congregation
should state: “The announcement that
[name of person] is no longer one of Je-
hovah’s Witnesses has been: rescind-
ed.” The letter to the judicial commit-
tee will request that the committee reply
in writing to the branch oﬂ’ice provid-
ing the date when the rescission was an-
nounced. Once the date is received, the
records should be updated.

64. Appeal Committees: The circuit
overseer is authorized to appoint an ap-
peal committee. For details on the forma-
tion of an appeal committee and the cor-
respondence to be received from it, see
Circuit Overseer Guidelines, chapter 14,

Forming Congregations
65. A circuit overseer will assist in or-
ganizing the formation of a new congre-
gation if and when it is advisable to do
so. A completed Congregation Application
Information (S-51) form may be submit-

ted to the branch office. Generally, the
circuit overseer will sign the application.

66. In congregations with no appoint-
ed elders, one or more experienced min-
isterial servants (or a baptized sister if a
baptized brother is not available) may be
designated to handle the work in lieu of
an appointed coordinator of the body of
elders until one can be appointed.

67. When the Service Department
gives approval for the formation or dis-
solution of a congregation, the circuit
overseer will proceed with the appoint-
ment of elders and ministerial servants
in their respective congregations, using

the Notification of Appointment or, Deletion.

(See 6:52.) Care should be taken (o see
that all elders and ministerial seérvants
are accounted for and.gppum ted to serve
with one of the congregations involved.
The territory assignment for each respec-
tive congregation should be provided.
In addition, various printed letters that
the new congregation needs for its files
should be sent, If there is a large amount

~of hteral;ure on hand, it would be best

for the congregations to divide it instead
of requesting additional literature for the
new congregation. The branch office will
determine how many copies of Our King-
dom Ministry to send, based on the num-
ber of publishers and pioneers associat-
ed with each respective congregation.

Territories

68. Territory Assignments: The Ser-
vice Department gives each congrega-
tion an assignment of territory to work.
The Branch Committee and the desk-
men monitor the preaching activity in
the field, making all reasonable efforts to
ensure that the branch territory is thor-
oughly covered.—See 6:168.

69. Congregations With Seldom
Worked Territory: If congregations
are in need of assistance in working
their assigned territory, the congrega-
tions and circuit overseers will report
this to the branch office. The deskman
will consider what can be done to pro-
vide assistance. If it is not possible to
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make arrangements to assist the con-
gregation to cover its territory and the
territory has not been worked for two
years, the circuit overseer should recom-
mend to the branch office which sections
of the congregation’s territory should be
assigned to other nearby congregations
or listed as unassigned territory.

70. Caring for Unassigned Territo-
ry: The Branch Committee should make
all reasonable efforts to cover all un-
assigned territory at least once a year.
A letter may be sent each year to con-
gregations, inviting publishers to apply
to work unassigned territory. This let-
ter should include a list of the territo-
ries that need to be worked. Individu-
als willing to assist may indicate to the
branch office which territory they would
like to work, the number in their group,
and the amount of time they can spend
in an assignment. (Groups should not
be made up solely of single brothers and
single sisters.) A group captain should

be designated. This mformallon'%s toy
be given to the Congregation . Servxce

Committee for approval and forw rd.
ing to the branch. The Seryice Depart—
ment considers the information, makes
an appropriate temtorﬁr asﬁlglmen(" and
informs the group'captain. After the as-
signment is completed the group cap-
tain should submita report to the branch
office, outlining what was accomplished
and any nut&tanchng experiences.

71 In cuuntrles where there are few
pubhshers a.nd large densely populated
areas to.cover, the Branch Committee
may fecl that a special campaign would
be bencﬁc:a! In some cases, it may be
“possible to invite native publishers who
are living in other lands to return and
share in the special campaign. Publish-
ers in other countries who speak the lo-
cal language may also be invited. The
Branch Committee should send a recom-
mendation to the Service Committee for
its consideration and approval.

72. Publishers Living in Isolated
Territory: The Service Department
should send the names of isolated pub-
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lishers to the congregations nearest
them. Perhaps an elder or pioneer can
visit them from time to time to encour-
age them and to work with them in the
field ministry. The branch office should
make arrangements for them to receive
literature and Owr Kingdom Ministry,
along with any other necessary informa-
tion. If practical, they could send their
field service reports through the nearest
congregation and obtain literature there
as well. Otherwise, they may request lit-
erature from the branch office and report
their field service directly to the branch
each month, marking ‘isolated publish-
er” or “isolated ploncer on i.he report.
Only one person insthe group should
make arrangements for obtaining litera-
ture. 3

73. The xole of the circuit overseer in
caring for i‘solated publlbhers and pio-
neers: 15 outlined in Circuit QOuverseer

: wadeIm@g If reasonably possible, the cir-

cmk overseer should adjust his schedule
in order to visit such ones each year. Af-
ter receiving the circuit overseer’s report
“for the annual visit, the Service Desk
will send the isolated publisher, pioneer,
or group a warm and encouraging letter.
A record should be kept of all such pub-
lishers and groups, with a separate file
for each, until such time as they can ei-
ther be associated with a nearby congre-
gation or be organized into a new con-
gregation. Then the information in this
file is put into the file for that congrega-
tion.

74. Special pioneers have been as-
signed to visit isolated publishers and
groups, with good results. Where there
is potential to form a new congregation,
temporary special pioneers or special
pioneers could be assigned.

75. When a regular pioneer requests
a permanent assignment to care for an
unassigned territory, the branch office
will write a letter, enclosing an Isolated
Territory Assignment (5-63). Only one reg-
ular pioneer would be given a certain
isolated territory assignment. If more
than one pioneer will be working in the
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same isolated assignment, the other pio-
neers are assigned by a letter from the
office to work with the pioneer holding
the territory. The pioneer holding the ter-
ritory is responsible for making the nec-
essary reports to the branch office on the
progress being made in the territory.

76. Foreign-Language Territory:
The Branch Committee and the deskmen
should be aware of immigrant communi-
ties or indigenous language groups that
need to receive a witness. The Service
Department and circuit overseers should
be guided by what is published on this
sub]cct in Circuit Overseer Guidelines, Cir-

nization Guidelines, the letter
to all bodies of elders dated October 2,
2014, and the letter to all circuit over-
seers dated October 3, 2014.—See also
km 11/09, pp. 3-5.

77. If there is a sizable population of
foreign-speaking people in the branch
territory and few publishers are available
who speak their language, a foreign-
language class may be held to train ca-
pable publishers and pioneers. Before

a language class is held, the branch

must identify and train language in-

structors. Potential instructors must:.

meet the qualifications outlined in In-
structions for Organizing Language. Class-
es (5-367). A request to train,the zec-
ommended foreign-language instructors
should be submitted to the Service Com-
mittee for approval “The Service Com-
mittee will arrange for those who have
been approved to attend the course
“Teaching ] Me_Lhods forvAccelerated Lan-
guage Learning.” Folluwmg the training
course, the branch may arrange to hold
the fnre:gn—langﬁage classes. (Helpful
forms for organizing the classes are post-
ed on MDS.) These classes should not be
held at the branch office. They should be
conducted in the foreign-language terri-
tory thal is being targeted.—See 7:131; tg
chap. 17.

78. Prison Witnessing: The Service
Department should organize the preach-
ing work in prisons according to the lat-
est direction received from the Service

Committee. (See the letter to all bod-
ies of elders dated September 8, 2011.)
A record should be maintained of con-
gregations assigned to care for each pris-
on facility in the country. It should also
be noted whether literature can be tak-
en into the prison by the publishers or
must be mailed directly from the branch
office.

79. Harbor Witnessing: The Service
Dupartmmt should organize harbor wit-
nessing in harmony with the guidelines
provided by the Service Committee. (See
“Materials for Harbor Witnessing” on
MDS as well as the letter to all bodies of
elders dated July 15, 2014.) Each branch
office may need to adapt the material
to the local circumstances:of its territo-
ry. In most cases, official authorization to
enter port terminals and to board ships
must also be obtained. Fees for process-
ing applications and, ‘making photo iden-
tification may be requlred which is the
personal responsibility of the applicant.
Publishers should not get involved with
seaman’s: iiiissions or other religious or-

,gamzatmns in carrying out harbor wit-

[‘IESSl.ﬂg

" -',‘_.Conventions and Assemblies

80. Regional Conventions: Annually,
circuit overseers submit the Convention
Program Participant Ratings form (S-306)
to the branch office. This form identifies
the elders who are qualified as conven-
tion speakers and their individual rat-
ings. In larger branch offices, these rec-
ords are kept in Admin. Brothers who
are approved Bethel speakers may be in-
vited to inform the Service Department
of the convention(s) that they will attend
so that they may be assigned talks. If
Bethel speakers volunteer to attend ad-
ditional conventions using their own per-
sonal time away and at their own ex-
pense, they may be assigned where
there is a need for convention speakers.
—See 7:13-32, 71-72.

81. The Service Department will make
assignments based on each brother's
speaker ratings and the convention
speaker grid provided annually by the
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Teaching Committee. Generally, the
chairman and the drama directors are as-
signed and notified first, followed by the
Bethel speakers, and then local speakers
are assigned the remaining parts. Ser-
vice Department oversight will approve
all convention speaker assignments be-
fore assignment letters are mailed out.
—See 7:30, 71-72.

82. Circuit Assemblies: Two one-day
circuit assemblies will be held each year.
One assembly (CA-br) will have a visit-
ing branch representative assigned to
speak. The other assembly (CA-co) will
be served by the circuit overseer without
a branch representative being assigned.
Arrangements are made according to
the guidelines provided each year by
the Teaching Committee. Helpful guid-
ance is also found in Circuit Organization
Guidelines (S-330).—See 7:2-12, 73.

83. The branch will assign the dates of
circuit assemblies based on the number
of publishers in a circuit and the size

and availability of meeting locations. It

may be necessary to divide a cireuit into

two or more sections and have s,eparate '

assemblies. Circuit overseers will be ¢ no-
tified preferably one year or more in ad-
vance in order to obtain assembly “facil-
ities. If possible, the two anntial circuit
assembly programs shou]d be separated
by at least three or, four months. Circuit
Owerseer C’uzdekneq has additional infor-
matmn =

™~
. &

W

Regular Pioneers

"84. Direction regarding the appoint-

ment and activity of pioneers is found

. in the latest publications on congrega-

o "(,rgani;aliun and in the letter to all

bodies of elders dated August 25, 2014.
Th;sﬂ_leamng_mlﬁamgnnlc_uiapgml
full-time_service will not experience an
interruption_in their full-time service
history if they are appointed as regu-
lar pioneers within three months. Regu-
lar_pioneers who are sentenced to pris-
on_because of mglr_CImahm_uentmhtx
will have their full-time service history
recorded as uninterrupted if they re-
sume the full-time ministry within three
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months of their release from prison. (See
4:24-25.) Regular pioneers who accept al-

ternative_civilian _service may continue

eason eet th ent
regular pioneers. When reviewing their
overall activity, the elders should show

consideration for their unique circum-
stances when determining whether they
qualify to continue serving as pioneers.

A _person who is performing alternative
ivili 4 1 teokad

regular pioneer if he is otherwise quali-
fied and is able to fulfill the hour require-
ment,

85. Transfers to Other: Btanch Ter-
ritories: When a pmneer moves to an-
other country, the local branch should
send to. the new branch the regular pio-
neer record from. Admin. If questions
arise about. the pioneer’s history, the
new branch may communicate with the
other b:a.nch offices that are involved.

. 86;._, Infirm Regular Pioneers: When

recommendations are received and an

individual meets the requirements as

outlined in Circuil Overseer Guidelines,
chapter 19, he may be designated as an
infirm pioneer, The Service Department
will write to the pioneer, explaining the
arrangement, and a copy of this letter
will be sent to the body of elders. This
adjustment in the pioneer’s enrollment
should be noted in the records of the
branch office.

Temporary Special Pioneers
87. Temporary special pioneers serve in
the same manner as special pioneers.
However, they are appointed o serve in
one-year increments for up to a maxi-
mum of three years. This temporary
assignment will enhance their qualifi-
cations, allowing them to gain experi-
ence and to be further evaluated by the
branch office. It could be a stepping-
stone to a future assignment as a sub-
stitute circuit overseer, a special pioneer,
a circuit overseer, or a field missionary
or to Bethel service. Temporary special
pioneers receive their assignment from
the Service Department; they do not se-
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lect their own. Individuals do not apply
to become temporary special pioneers.
Rather, well-qualified, local single regu-
lar pioneers and married regular pio-
neer couples without children are identi-
fied and invited to submit a Questionnaire
for Prospective Temporary Special Pioneer
(S-207).—See 6:110.

88. Assignments: Single temporary
special pioneers will ordinarily be as-
signed in pairs. If married, both mates
would need to qualify to serve together
as temporary special pioneers. Generally,
temporary special pioneers are assigned
to remote areas with a ratio of 1 publish-
er to at least 3,000 or more inhabitants
to open up new territories, including
those in foreign- or indigenous-language
fields. Most branches have lerrilories
that are seldom worked or are remote
and isolated where there are interested
ones and where there is good potential
for forming a congregation. Many coun-
tries have densely populated urban cen-
ters with few publishers in the inner cit-
ies. In many lands there is a great need
for qualified brothers to help men reach
out to become ministerial servants and
elders or where the brothers need more
training to care for their congregation re-
sponsibilities.—See 6:110.

89. Qualifications: A prospective
temporary special pioneer is'a well-
qualified and effective regular pioneer
and is usually a graduate of the School
for Kingdom Evangelizers or'a gradu-
ate of the former Bible School for Sin-
gle Brothers or Bible School for Chris-
tian Couples. The candidate should be
a citizen or legal resident, must be be-
tween 21 and 45 years of age, baptized
three years or longer, in full-time ser-
vice at least two years, in good health,
and able to maintain an active schedule.
Any exceptions must be approved by the
Service Committee, If a branch has ad-
ditional needs in the field, circuit over-
seers may recommend others who are
not graduales of the above-named theo-
cratic schools by submitting a Personal
Qualifications Report (S-326) to the branch

office for review. There is no arrange-

ment for appointing as temporary special
pioneers those who have a minor child
still living at home. It is preferred that
the focus be on appointing single men
and married couples who have the po-
tential for taking on greater responsibil-
ity. However, if such ones are not avail-
able, well-qualified single sisters may
serve as temporary special pioneers. If
there is an exceptional need that can-
not be cared for locally, then the Branch
Committee should submit a Request for
Field Missionaries (S-218) form to the Ser-
vice Committee. Unless directed to do
so by the Service Committee, the Branch
Committee should not request help from
other branch offices to fill special needs
in the field. —See 6:106. .

90. Quota: The Service Committee es-
tablishes the total number of temporary
special pioneers that may be appoint-
ed in each country. If the Branch Com-
mittee sees a need to increase the quota
of temporary special pioneers, a request
should be sent to the Service Commit-
tee, stating the number to be added, why
they are needed, the number expected to
graduate from the School for Kingdom
Evangelizers in the coming year, and the
publisher-to-population ratios of the lan-
guage fields where they would be as-
signed.

91. Graduates of the School for
Kingdom Evangelizers: Based on the
recommendations of the instructors,
the Service Department will determine
which graduates in each class could be
recommended to the Branch Comumittee
to serve as temporary special pioneers.
For more details, see chapter 10 of School
for Kingdom Evangelizers Office Guidelines.

92. Nongraduates of the School
for Kingdom Evangelizers: A candi-
date who is a local regular pioneer will
be evaluated by the Service Department,
based on the Personal Qualifications Re-
port (§-326) and any recommendation
submitted by the circuit overseer. The
Service Department will decide whether
to recommend to the Branch Committee
that a regular pioneer be appointed as a
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temporary special pioneer. If approved,
the regular pioneer can be sent a letter
(S-225) explaining the temporary special
pioneer arrangement with the request
that he fill out a Questionnaire for Prospec-
tive Temporary Special Pioneer (S-207). The
completed questionnaire is to be careful-
ly checked by the Service Department
and thereafter reviewed by two mem-
bers of the Branch Committee. If they
approve, the Service Department will
prepare a letter (5-220) appointing the
temporary special pioneer and informing
him of the location of his assignment,
copying the elders of the congregation
he will be working with and the circuit
overseer.

93. File: A file folder is made to hold
a copy of the assignment letter, the ques-
tionnaire, and other correspondence re-
lated to the temporary special pioneer.
His enrollment code in Admin is adjust-
ed to show his start date as a tempo-
rary special pioneer (FTS). A record of

his monthly field service is mamtamed_ '

in Admin.

94. Hour Requnrement- The tempo—
rary special pioneer hour reqmremer[t is
130 hours a month, Sisters who, are 40
years of age or older have: a requ:re-
ment of 120 hours a month. It'is under-
stood that a temporary special pioneer
who serves as a congregation elder in
a remote area mayab times be needed
for addihqr,}al short-term theocratic as-
si gn}mentf. Tor ‘example, he may need
to serve on a special committee or a Di-
“Saster Relief Committee, help with cir-
cuit or convention organization, assist
_in the construction or renovation of his
“own Kingdom Hall, or serve as a substi-
tute circuit overseer. In addition, he may
be needed for a brief period of time to
train local elders to care for their respon-
sibilities on a Hospital Liaison Commit-
tee. In exceptional situations, the trav-
el time to attend an assigned circuit
assembly, regional convention, or King-
dom Ministry School may be unusually
long. If such assignments prevent him
from making his hour requirement, a
brief explanation, as well as the number
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of hours spent, should be included on
the monthly report submitted on jw.org
or on his monthly S-212 report. An ex-
planation should also be written in the
“Remarks” column of the Congregation’s
Publisher Record (S-21) card. However,
the hours spent should not be included
in the “Hours” column. The branch will
also mark the Admin records and con-
sider the remarks when performing the
annual review.

95. Evaluation Program: All tempo-
rary special pioneers are enrolled in an
evaluation program that includes an an-
nual review by the Service Department.
The purpose of this cvafuahqn program
is to allow the Branch' Comrmttee to test
the fitness, abllmes, circumstances, and
effectiveness of @ temporary special pio-
neer and. to determine how he may best
belused in’ the future. Tt is not expected
that all temporary special pioneers will
‘be: gweg an extension for a second or a
%hy_'d year. During the annual review, the
Branch Committee should extend only
those who are effective in this role and
‘who are qualified to take on greater re-
sponsibility. For more information, see
chapter 13 of School for Kingdom Evange-
lizers Office Guidelines.

96. After a temporary special pio-
neer has been in his assignment for ten
months, the Service Department should
request and review the Personal Qualifi-
cations Reports (S-326) submitted by the
circuit overseer. The department will de-
termine whether the temporary special
pioneer is reaching his hour require-
ment, is productive in starting and con-
ducting Bible studies, is showing a keen
interest in aiding those associated with
the congregation, and is enjoying and
promoting good relations with others. If
the report is positive, two members of
the Branch Committee can extend the
temporary special pioneer appointment
for another year. Only productive indi-
viduals obtaining good results should be
given an extension in the temporary spe-
cial pioneer work for an additional year.
If the report is negative or if it is clear
that a brother, a sister, or a married cou-
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ple is not able to serve effectively in the
temporary special pioneer work, it would
be appropriate for the Service Depart-
ment to write a letter directing that the
individual or the couple return to the
regular pioneer work. The letter would
also express appreciation for their ser-
vice.

97. At any time, the branch office may
determine that a temporary special pio-
neer could be used more effectively in
some other form of special full-time
service. For example, brothers who are
graduates of the School for Kingdom
Evangelizers may qualify to receive train-
ing in the circuit work.—See chapters 10
and 13 of School for Kingdom Evangelizers
Office Guidelines.

98. Completion of Evaluation Pro-
gram: It is understood that temporary
special pioneers who have successfully
completed the three-year evaluation pro-
gram have proved themselves and have
potential for greater service. The Branch
Committee must determine how best to
use them.

99. Some lemporary special pioneers
who have successfully completed. the
three-year evaluation program may be
appomtuj as special pioneers. Other in-
dividuals may qualify for the circuit
work, and the branch may appoint such
individuals as special pioneers, invit-
ing them to complete the Questionnaire
for Prospective Circuil Overseer (5-323).
If after reviewing the questionnaire the
Branch Committee agrees that the indi-
vidual quallflcs. to be a circuit overseer,
it may submit a recommendation to the
Governing Body.—See 2:30.

100. In exceptional cases, the Branch
Committee may feel that certain tem-
porary special pioneers who have com-
pleted the three-year evaluation program
have the circumstances and stamina to
serve well as field missionaries in an-
other country. In most cases, each mate
must be between the ages of 25 and 45.
Fluency in English is not a requirement.
In addition to their spiritual qualities,

they may speak a foreign language or be
adept at learning new languages or their
ethnic and family background or citi-
zenship might equip them to fill a spe-
cific need in another land. The branch
may appoint such individuals as special
pioneers and send them the cover letter
for field missionary candidates (S5-251),
inviting them to complete the Question-
naire for Prospective Field Missionary
(S-214). The completed questionnaire
and, if needed, an English translation of
the candidate’s responses along with a
numbered letter should be submitted to
the Service Committee, explaining in de-
tail the qualifications, language abilities,
cthnic and family background, and citi-
zenship(s) of each individual. Plf.'ase in-
clude an English translation of ‘the lat-
est Personal Qualifications Report (5-326)
that was submitted by the circuit over-
seer—See 6:117. .

101. Those Who haye completed the
three—year evaluation program and who
are fluent in English may in time be in-
cluded: in the Branch Committee’s con-
suieratlon of exceptional candidates to
be recommended for additional training

at Gllead School.—=See 6:190.

-,_102. Allowances: Temporary special
pioneers receive the same monthly al-
lowance as special pioneers. (See 6:121.)
In addition to the regular monthly per-
sonal allowance, temporary special pio-
neers may request a travel and housing
allowance up to the amount approved
for the country by the Publishing Com-
mittee. The housing allowance may be
given to temporary special pioneers ac-
cording to the actual amount they pay
for housing and utilities up to the maxi-
mum shown on the Record of Allowance
form (A-29). Any exception for high-rent
areas should be referred to the Publish-
ing Committee. Temporary special pio-
neers who are using personal time away
or who are ill are eligible to continue to
receive their regular monthly allowance.
Temporary special pioneers are allowed
to do limited secular work as long as it
does not interfere with their meeting the
hour requirement. If a temporary special
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)

pioneer needs some assistance lo cov-
er his actual round-trip travel expenses
to attend his assigned circuit assembly,
regional convention, or Kingdom Minis-
try School, the Branch Committee may
reimburse actual travel expenses upon
request. This provision is not to be ad-
vertised and is intended only to cover
unusually high travel expenses that may
be involved to reach the assigned assem-
bly or school.

103. Temporary special pioneers re-
ceive the same Personal Expense Ac-
count (PEA) credits as special pioneers.
(See 5:22) They may also benefit from
an Automobile Expense Account (AEA)
if that arrangement is available in the
country—See 5:14.

104. Moving Expenses: If it is neces-
sary to reassign temporary special pio-
neers, it is usually best to select a ter-
ritory that is not too distant from their
preceding assignment in order to aveid
unnecessary expenses. If a temporary
special pioneer cannot personally coy-
er the expense of the transfer;"he may
request assistance from the bram:h
The Branch Committee ,gnay relmburse
each lemporary special plonem; up to
USD 500, dcpcndmg on his needs If the
cost is more, then the’ recommendation
for relmburhcmeryt bhuuld be referred to
the Service Comm}ttee

105, Expene;l_cmg Difficulties: If a
temporary specfaf pioneer falls short of
his hour reclulrement for two or three
fﬁonth& orsencounters serious health is-
sues.and is physically unable to meet the

b ruqum:mcnt the Service Department

"*may'hsubmlt a recommendation for his
deletion to two members of the Branch
Committee for approval. It would be ap-
propriate for the Service Department to
write a letter to the temporary special
pioneer, expressing appreciation for his
service and encouraging him to contin-
ue working hard but directing that he re-
turn to the regular pioneer work. If the
temporary special pioneer objects to the
recommendation, he may submit a letter
of appeal to the Branch Committee. The

‘&
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entire Branch Committee is responsible
for making the final determination.

106. Marriage: If a single temporary
special pioneer becomes engaged to be
married, he or she should inform the
Service Department right away. If the
temporary special pioneer indicates that
he or she wishes to continue in the tem-
porary special pioneer work along with
his or her prospective mate, the branch
should immediately request a confiden-
tial Personal Qualifications Report (S-326)
from the temporary special pioneer’s
body of elders and one from his or her
circuit overseer. ; o
e If the prospectwe mate lives in
the branch termtory, the branch
should 'send ﬁlm or her a Ques-
lionnaire for Prospective Temporary
‘Specm! Pioneer (5-207) to fill out.
In ad'dlq‘on, the prospective mate’s
’body of elders and circuit overseer
shauld be asked to complete sep-
arate Personal Qualifications Reports
(S-326).

~ e If the prospective mate does not
live in the branch territory, the
Branch Committee should obtain
the S-207 and 5-326 forms from
the respective branch office along
with their recommendation.

The Branch Committee will review the
temporary special pioneer’s qualifica-
tions and those of his or her prospective
mate, taking into consideration the repu-
tation and the physical health and stam-
ina of each one. (See 6:89.) If there is a
great difference in age between the two
who are planning to marry, the Branch
Committee should carefully consider
whether this would cause negative talk
or be a stumbling block to others. If the
temporary special pioneer and the pro-
spective mate are qualified, the Branch
Committee may enroll them as tempo-
rary special pioneers together, effective
the date of their marriage. Otherwise,
the temporary special pioneer should
discontinue his service prior to his mar-
riage. (See 6:130.) It could be that, in
time, the couple would qualify to serve
together as temporary special pioneers.


samantha.gallagher
Sticky Note
None set by samantha.gallagher

samantha.gallagher
Sticky Note
MigrationNone set by samantha.gallagher

samantha.gallagher
Sticky Note
Unmarked set by samantha.gallagher


107. Pregnancy: A temporary special
pioneer couple who learn that they are
to be parents should inform the branch
immediately. The couple should be giv-
en a period of three months to get set-
tled, during which they will continue to
receive their monthly allowance. During
this three-month period, the couple will
need to locate suitable accommodations
and find employment, so it is not ex-
pected that they will meet their monthly
hour requirement. If one or both mates
wish to become regular pioneers, they
will have an additional three months to
make the transition and their full-time
service history would continue uninter-
rupted.

108. Personal Time Away: A sample
letter to all special pioneers that explains
the personal time away arrangement is
available on MDS. A copy of this letter
should be sent to newly enrolled tempo-
rary special pioneers along with their ap-
pointment letter (S-220).

Special Pioneers
109. As members of the Worldwide

Order, special pioneers are provided

with a modest allowance to assist them

with their living expenses. They receive

their assignment from the Semce De-
partment; they do not select theu' own.
Individuals do not apply to become Spe-
cial pioneers. Rather, quahﬁgd _tempo-
rary special pioneers are identified and
approached as to, l:heu' wﬂhngness and
availability to accg{Pt an a%ignment

110. Assignments:. Sm;,lc special pio-
neers will ordindrily be assigned in
pairs, For married couples, both mates

would need to quahfy to serve togeth-
er as special pioneers. Generally, special
pioneers are assigned to open up new
territories, including those in foreign-
or indigenous-language fields in remote
areas that have a ratio of 1 publisher to
at least 3,000 or more inhabitants. Most
branches have territories that are seldom
worked or are remote and isolated but
have interested ones and good potential
for forming a congregation. Many coun-
tries have densely populated urban cen-

ters with few publishers in the inner cit-
ies. In many lands there is a great need
for qualified brothers to help men reach
out to become ministerial servants and
elders or where the brothers need more
training to care for their congregation re-
sponsibilities.

e If there is an exceptional need, the
Branch Committee may assign
temporary special pioneers, spe-
cial pioneers, and circuil overseers
to any country overseen by the
branch office. Care should be taken
so that the costs involved in_such
transfers and the acquiring of le-
gal residency are kept to a mini-
mum. Since a key objective of the
School for Kingdom. Evangelizers
and the temporary spegial pioneer
arrangement is to help more local
brothers and sisters to reach out
to meet the needs within their own
country; those who are asexgned by
the branch office to serve in an-
gl:her country should keep that fo-
‘cl.;_s;.‘ in mind. Any exceptional sit-

*uations should be referred to the
Service Committee.~See 6:87-88.

. B,;anch offices are not authorized
to transfer special pioneers to oth-
er branch lerritories. Such requests
or recommendations should be re-
ferred to the Service Committee,

111. Qualifications: Care should be
exercised in appointing special pioneers.
Since temporary special pioneers will fill
most needs, any who are appointed as
special pioneers should be exceptional
individuals who have proved themselves
as temporary special pioneers for three
years. The Branch Committee also needs
to consider carefully the age, health, and
circumstances of an individual before ap-
pointing him as a special pioneer.

e There is no automatic arrange-
ment for transferring those serv-
ing at Bethel or in some other
form of special full-time service
into the special pioneer work. The
branch office has the weighty re-
sponsibility of appointing quali-
fied candidates to serve as special
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pioneers. As an exception, the
Branch Committee may appoint
as special pioneers those who
have been in special full-time ser-
vice for many years (usually 15
years or more). Some might have
less than 15 years of special full-
time service but are in good health
and have the stamina and spiritu-
al qualifications o serve anywhere
the branch office may need them.
All circuit overseers reaching 70
years of age will be transferred to
serve as special pioneers.—See 6:
152-153.

112. Consideration should be given to
those who have demonstrated a gen-
uine interest in helping people, an abil-
ity to get results, and a determina-
tion to stick with an assignment when
things are difficult. We want dedicat-
ed, hardworking brothers and sisters to

be special pioneers not those who may .

be disinterested in the work or who are

more concerned about material bcneﬁts
than about the privilege of ahanng in~

this spiritually upbuilding work., We de-
sire to appoint those who a:e dt.vofed to
God and who take serlously their com-
mission as ministers. The %pnmary pur-
pose behind the speclal Ploneer ‘work is
to add impetus to" thc prcacﬁmg of the
good news in areas W were little is being
done. In adetlon, the | rigorous schedule
requires staminaand good health. In iso-
lated 1 areas, upy}gujldmg association may
be ymﬁed Appmntee:. should be en-
couraged to view themselves and their

£ "@n'cﬁﬁmtqnqés realistically.

113. %Quota The Service Committee
g_stgb]mhm the total number of special
pioneers that may be appointed in each
country. If the Branch Committee sees
a need to increase the quota of special
pioneers, a request should be sent to the
Service Committee, stating the number
to be added, why they are needed, and
the publisher-to-population ratios of the
language fields where they would be as-
signed.

114. Appointing New Special Pio-
neers: If the Service Department iden-
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tifies a need in the field that cannot be
met by the use of temporary special pio-
neers, it can consider appointing special
pioneers. A candidate for special pioneer
service should be selected from those
who have successfully completed three
years in the temporary special pioneer
work. If the Branch Committee approves
the recommendation from the Service
Department, the temporary special pio-
neer should be sent a letler explaining
the special pioneer arrangement, with
the request that he fill out a Questionnaire
for Prospective Special Pioneer (S-208). The
completed questionnaire is to be careful-
ly checked by the Service Department,
and if all is in order, it is forwarded to
the Branch Committee for approval. If
the appointment is approved, the Ser-
vice Department sends the special pio-
neer an assignment letter, copying the
elders of the congregation he will be

worlang with and the circuit overseer.

e In branch territories with just a

. few circuits, the branch office may
‘have in mind assigning an ap-
pointed circuit overseer to serve
temporarily as a special pioneer.
Before doing so, please provide
the Service Committee with infor-
mation about the brother you plan
to reassign. If the brother and his
wife, if married, could be used in
the circuit work in another land
for perhaps up to three years, pro-
vide a recent Personal Qualifica-
tions Report (S-326), translated into
English, along with a cover letter
describing his qualifications, his
citizenship, and the language(s) in
which he is fluent. [t may be that
he could be used in a nearby coun-
try where there is a need for cir-
cuit overseers.

115. File: A file folder is made to hold
a copy of the assignment letter, the ques-
tionnaire, the vow of poverty, and oth-
er correspondence related to the special
pioneer. His enrollment code in Admin
is adjusted to show his start date as a
special pioneer (FS). A record of his
monthly field service is maintained in
Admin.—See 6:181.
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116. Hour Requirement: The special
pioneer hour requirement is 130 hours a
month. Sisters who are 40 years of age
or older have a requirement of 120 hours
a month. It is understood that a spe-
cial pioneer who serves as a congrega-
tion elder in a remote area may at times
be needed for additional short-term theo-
cratic assignments. For example, he may
need to serve on a special committee or
a Disaster Relief Committee, help with
circuit or convention organization, assist
in the construction or renovation of his
own Kingdom Hall, or serve as a substi-
tute circuit overseer. In addition, he may
be needed for a brief period of time to
train local elders to care for their respon-
sibilities on a Hospital Liaison Commit-
tee. In exceptional situations, the trav-
el time to attend an assigned circuit
assembly, regional convention, or King-
dom Ministry School may be unusually
long. If such assignments prevent him
from making his hour requirement, a
brief explanation, as well as the number
of hours spent, should be included on
the monthly report submitted on jw.org
or on his monthly 5-212 report. An ex-
planation should also be written in the
“Remarks” column of the Congregation's

Publisher Record (S-21) card. However,

the hours spent should not be mcluded
in the “Hours” column. The branch ‘will
also mark the Admin records and con-
sider the remarks when performing the
annual review. -

117. Annual Review: Each September,
the Service Depaerent should review
the activity of all special pioneers to see
whether they are productive and are ful-
filling the reguu‘ements of their special
form of service. The Branch Committee
may feel that certain younger special pio-
neers with a minimum of three years in
special full-time service could serve well
as field missionaries in another coun-
try. The factors to be considered and the
steps to be followed to make such rec-
ommendations are outlined in 6:100.

118. If concerns about the activities of
a special pioneer are reported, the Ser-
vice Department may write to the elders

and/or the circuit overseer lo obtain their
observations. Once the facts are known,
the Service Department may write a let-
ter of counsel and offer helpful sugges-
tions or may direct the circuit overseer to
approach the pioneer privately about the
area of concern. If the special pioneer is
a single sister, the circuit overseer should
be accompanied by a local elder.

119. The special pioneer should be giv-
en the opportunity to improve over a
reasonable period of time and be com-
mended on any progress made, If there
is no response to repeated efforts lo as-
sist the special pioneer and the Service
Department is convinced that he.no lon-

ger qualifies, a recommendation can be.

made to the Branch Committee that he
be deleted from that privilege of ser-
vice. In most cases, a special pioneer
with less than 15 years of special full-
time service who is consistently un-
able to meet his monthly hour require-
ment because of serious and debilitating
health problems, perhaps for six months
or so, should leave special full-time ser-
vice: If married, careful consideration
needs to be given as to whether the oth-

‘er mate should continue as a special

pioneer. What would be in the best in-

‘terests of the couple and of the organi-

zation? Would it be good to transition
both of them oul of special full-time ser-
vice? (See 6:130.) If the Branch Commit-
tee feels that one mate should contin-
ue as a special pioneer while the other
should not, then please provide your rec-
ommendation to the Service Committee.
Extra consideration should be shown to
those who are 50 years of age or older,
or who have 15 or more years in special
full-time service —See 6:124.

120. Reassignment: If necessary, spe-
cial pioneers may be moved after three
years. However, there is no need to ad-
just an assignment of a special pioneer
unless circumstances necessitate such a
move. If a special pioneer requests to
be assigned to another congregation, the
Service Department should consider the
needs of the field, factoring in any exten-
uating circumstances.

EXH.029.028.0087_R
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121. Allowances: A special pioneer’s
personal, travel, PEA, and housing al-
lowances are established for each coun-
try by the Publishing Committee. (See
5:10.) A_special pioneer may also bene-
fit from_ mLAQOderjxpmi&Acs:_um
(AEA) if that ar

the country. (See 5:14.) A special pioneer
may not receive a double allowance un-
less exceptional approval is given by the
Service Committee. The housing allow-
ance may be given to special pioneers
according to the average of the actual
amount they pay for housing and utili-
ties up to the maximum shown on the
Record of Allowance form (A-29). Any ex-
ception for high-rent areas should be re-
ferred to the Publishing Committee. Spe-
cial pioneers who are on an approved
leave of absence, who are using person-
al time away, or who are ill are eligible to
continue to receive their regular monthly
allowance and PEA as long as they con-
tinue as special full-time servants. If a
special pioneer needs some assistance to
cover his actual round-trip travel expens-

es to attend his congregation’ S“asmgnecl,_
circuit assembly, regional convention, or "

Kingdom Ministry Scheol, the Branch
Committee may mlmburse ﬁctual travel
expenses upon quueat This provision is
not to be advertised and is intended only
to cover unusually. hlgh travel expenses
that may beincurred in order to reach
the ass:gned a&sembly or school.

122. AJlowancEs and PEA credits are
given regardless of the time spent in the
“field service month by month. Special
pioneers are allowed to do limited sec-
. ular work as long as it does not inter-
“fére with their meeting the hour require-
ment.

123. Moving Expenses: When re-
assigning special pioneers, it is good to
select a territory that is not too distant
from their preceding assignment, in or-
der to avoid unnecessary expenses. [f a
special pioneer cannot personally cover
the expense of the transfer, he may re-
quest assistance from the branch. The
Branch Committee may reimburse each

EXH.029.028.0088_R

special pioneer up to USD 500, depend-
ing on his needs. If the cost is more,
then the recommendation for reimburse-
ment should be referred to the Service
Committee.

124. Infirm Special Pioneers: If a
special pioneer with less than 15 years
of special fulltime service is consistent-
ly unable to meet his monthly hour re-
quirement because of serious and debil-
itating health problems, perhaps for six
months or 50, then it may be best for the
person to leave the special full-time ser-
vice. On the other hand, for those who
are 50 years of age or older or who have
15 or more years in 5pec131_ fyﬁ-tnme ser-
vice, a reduced hour requirement may
be approprlate To determine a reason-
able hour goal, the branch office should
receive a recommendatlon from the spe-
cial plunecl_',_s body of elders and one
from the circuit overseer before submit-

ting the recommendation to the Service
Committee. For reporting purposes, all

special pioneers with an approved re-
duced hour requirement should be giv-

en the FSI enrollment code. Periodically,

the branch should review the circum-
stances of the special pioneers to de-
termine whether the reduction is still
needed or whether a further reduction
should be recommended to the Service
Committee. If an infirm special pioneer
is once again able to reach the full hour
requirement, the branch may adjust the
person’s enrollment to FS without con-
sulting with the Service Committee. In
most cases, a reduced hour requirement
is better than no hour requirement at all.
The recommendation that a special pio-
neer have no hour requirement is usual-
ly reserved for special pioneers who have
extremely limiting circumstances be-
cause of advanced age or life-threatening
health issues and whose hour require-
ment has already been progressively re-
duced.—See 6:119, 128.

125. Marriage: If a single special pio-
neer becomes engaged to be married,
he or she should inform the Service De-
partment right away. If the special pio-
neer indicates that he or she wishes
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to continue in the special pioneer work
along with his or her prospective mate,
the branch should immediately request a
confidential Personal Qualifications Report
(S-326) from the special pioneer’s body
of elders and one from his or her circuit
Overseer.

e If the prospective mate lives in
the branch territory, the branch
should send him or her a Ques-
tionnaire for Prospective Special Pio-
neer (5-208) to fill out. In addition,
the prospective mate’s body of el-
ders and circuit overseer should
be asked to complete separate Per-
sonal Qualifications Reports (5-326).

e If the prospective mate does not
live in the branch territory, the
Branch Committee should obtain
the 5-208 and 5-326 forms from
the respective branch office along
with their recommendation.

The Branch Committee will review the
special pioneer’s qualifications and those
of his or her prospective mate, taking
into consideration the reputation and the
physical health and stamina of each one.
The prospective mate should be at least
21 years old, baptized three years or lon-

ger, in full-time service for at least two

years, in good health, and able to main-
tain an active schedule. If there is a great
difference in age between the two who
are planning to marry, the Branch Com-
mittee should consider: carefully wheth-
er this would cause negative talk or be
a stumbling block to others. If the spe-
cial pioneerand the prospective mate are
qualified, the Branch Committee may en-
roll them as special pioneers together, ef-
fective the date of their marriage. Oth-
erwise, the Branch Committee will need
to consider carefully whether it would be
best for the special pioneer to discontin-
ue his or her service prior to marriage. If
the special pioneer does not agree with
the Branch Committee’s decision or if
the case is unusual, the Branch Com-
mittee may submit the matter along with
its recommendation to the Service Com-
miltee. If the prospective mate does not
qualify, then the engaged special pioneer

should be informed that he or she will
need to discontinue special full-time ser-
vice prior to his or her marriage, If there
is a situation that merits an exception to
this policy, please provide details to the
Service Committee. It is understood that
in some exceptional situations it may be
appropriate for one mate to continue as
a special pioneer while the other mate
does not.—See 6:130.

126. Pregnancy: A special pioneer
couple who learn that they are to be par-
ents should inform the branch immedi-
ately. The couple should be given a peri-
od of three months to get settled, during

which they will continue to receive their

monthly allowance, During this three-
month period, the couple will need to lo-
cale suitable accom_mﬁdatlons_ and find
employment, so it is not expected that
they will meet ‘their monthly hour re-
quirement. If one or both mates wish to
become regular pioneers, they will have
an additional three months to make the
transition and their full-time service his-
tory wuuld continue uninterrupted.

127. There is no provision for former
special pioneers to be reappointed when
a minor child is still living at home. If
in the past the branch allowed a spe-
cial pioneer couple to continue in that
work while raising one or two children,
it would be good to review the special
pioneers’ activity to determine wheth-
er they are still effective in their minis-
try. In all cases, it is up to the Branch
Committee to evaluate the circumstanc-
es of special pioneers to decide wheth-
er they should remain in special full-time
service. For information on transitional
financial assistance, see 6:130.

128. Personal Time Away: A sample
letter to all special pioneers that explains
the personal time away arrangement is
available on MDS. A copy of this letter
should be sent to newly enrolled special
pioneers along with their assignment let-
ter and supply of forms. There may be
no need for the Service Department to
maintain personal time away records for
infirm special pioneers who because of
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advanced age or chronic ailment no lon-
ger have a specific monthly hour require-
ment. That matter can be decided by the
Branch Committee —See 6:124.

129. Leave of Absence: The branch
office is authorized to grant leave of
absence time to all special full-time
servants in the field, such as special
pioneers, circuit overseers, field mis-
sionaries, and field instructors. If a seri-
ous health matter or a family emergency
arises, the person should write or tele-
phone the branch office and explain the
situation in detail. There is no need for
the person to use all of his accumulat-
ed personal time away to care for a seri-
ous health matter or a family emergen-
cy. However, it may be reasonable for
the person to combine some of his per-
sonal time away with a leave of absence
granted to him by the branch office. The
Service Department overseer or his as-
sistant is authorized to grant special full-
time servants in the field up to 14 cal-

endar days, including Saturdays and- !

Sundays, of leave of absence in any sg;—

vice year. The Service Depagtfnent over-;_

seer or his assistant and a member of the
Branch Committee may grant these l.ndl-
viduals up to 30 calendar aays of leave
in any service yeax Any additional re-
quest for leave of absénce should be han-
dled by the Branch Committee. Though
the g'rantmg bP leave of absence to spe-
cial full-hme servantb in the field is left
to thb Braﬁ%h Committee to handle, any
case. that would involve granting more
“than 90 calerndar days of leave of ab-
sence in arw service year should be re-
ferred to the Service Committee. The
“‘Branch Committee should grant leave
of absence time progressively, based on
the circumstances, rather than immedi-
ately granting the person a full 90 calen-
dar days, including Saturdays and Sun-
days, of leave time in any service year.
In some cases, the Branch Committee
should consider whether it would be bet-
ter for a person or a couple to terminate
special full-time service and inform the
branch office when their circumstances
have changed. These situations must

EXH.029.028.0090_R

be carefully reviewed and handled on a
case-by-case basis.—See 5:23.

e During an approved leave of ab-
sence, the person’s permanent en-
rollment code will remain the
same. While on emergency leave,
the person is not expected to meet
a monthly hour requirement. If
needed, the branch office is au-
thorized to increase a circuit over-
seer’s monthly allowance up to the
amount provided to special pio-
neers during the time that he and
his wife, if married, are on an ap-
proved leave of absence.

130. Transitional Financial Assis-
tance: At the time that itis determined
that an memdual will discontinue spe-
cial full-hme service, the Branch Com-
mittee may see a'need to provide the
person, dependmg on his circumstanc-
es, with some transitional financial as-

--'.SIStance The amount given is not to

exceed the equivalent of a special pio-
neer’s allowance per month for a peri-

od of up to three months. This arrange-

ment is confidential and is not for the
general information of those in special
full-time service. It is not expected that
the Branch Committee would need to ex-
tend this provision to every person de-
parting special fulltime service. If the
branch office has an arrangement to pro-
vide basic health-care support to those in
the Worldwide Order, the Branch Com-
mittee may feel that it is appropriate
to allow the person to continue benefit-
ing from this arrangement as well. The
Branch Committee is authorized to grant
up to three months of such transition-
al financial assistance, If at the end of
the three-month period there is an ur-
gent need for transitional assistance to
continue, the Branch Committee may
consider approving up to three addition-
al months. In a rare case, when this pe-
riod has elapsed and it is felt that addi-
tional transitional assistance is needed,
a recommendation and detailed explana-
tion should be sent to the Service Com-
mittee for consideration. A person is not
expected to meet an hour requirement


samantha.gallagher
Sticky Note
None set by samantha.gallagher

samantha.gallagher
Sticky Note
MigrationNone set by samantha.gallagher

samantha.gallagher
Sticky Note
Unmarked set by samantha.gallagher


in the ministry in order to receive tran-
sitional financial assistance.—See 5:150,
213; 6:4, 106, 119, 125, 127, 143, 155.

Circuit Overseers

131. Circuil Overseer Guidelines and the
latest correspondence from the Service
Committee provide detailed information
regarding the activity of circuit overseers.

132. Substitute Circuit Overseers:
The qualifications for substitute circuit
overseers are outlined in Circuit Over-
seer Guidelines. Generally, substitute cir-
cuit overseers are given access to Circuit
Quwerseer Guidelines and to the letters ad-
dressed to all circuit overscers. Substi-
tute circuit overseers should not be used
ona regufar basis to care for an entire cir-
cuit. Thus, branches will want to have
a reasonable number of approved circuit
overseers available for use when needed,
such as when a circuit overseer will be
away for more than three months. Per-
haps such brothers could serve as tem-
porary. spemﬂﬂqn_ers_whlmimg for

come avai Igble,

133. Circuit overseers may submit rec-
ommendations for new substitute cir-
cuit overseers using the Personal Quali-
fications Report (S-326). Before.a brother
is re: cgmmendei tQ_MLab_ﬁ,.bjAbj.lL

Ch_bil
domb!angelizgr_._ur_tMMLBj:
ble School of Gilead. The Service De-
partment should check to see whether
he is qualified to serve on special com-
mittees and has been recommended as
a convention speaker. After the 5-326 is
evaluated and if everything is positive,
the body of elders should be asked to
provide its observations and its recom-
mendation of the brother and, if mar-
ried, his wife, using the 5-326 forms. If
a positive recommendation is received
from both the body of elders and the cir-
cuit overseer, the brother may be sent a

Questionnaire for Prospective Substitute Cir-
cutt Overseer (S-324).

134. Substitute circuit overseers are ap-
pointed by the Branch Committee. The
Service Department should submit
the completed questionnaire and the
S5-326 forms from the circuit overseer
and the body of elders, as well as any
other information that would be helpful
to the Branch Committee for its evalua-
tion. If the brother is appointed, a letter
should be sent to him informing him of
this. A copy of the letter is sent to the
circuit overseer with instructions that he
provide two weeks of training.

135. Circuil Overseer Guidelines outlines
how circuit overseers can_assist substi-
tute circuit overseers who are not meet-
ing the high standard expected of those
serving in this capacity. If a substitute
circuit overseer is reproved or disfellow-
shipped or is removed as an elder for
any other reason, the date of his deletion
as a substitute circuit overseer should be
entered in Admin. The Service Depart-
ment may refer complex cases involving
a subshtufe circuit overseer’s qualifica-
tions to the Branch Committee for con-
sideration.

136. Circuit Overseers: In view of
the great trust placed upon circuit over-
seers, the Branch Committee must give
these recommendations very careful and
prayerful consideration.—Luke 12:48b.

137. Qualifications: The qualifications
for circuit overseers are outlined in
Circuit Overseer Guidelines. Since the re-
sponsibility that is entrusted to cir-
cuit overseers of appointing and delet-
ing elders and ministerial servants is a
weighty one, those recommended should
be kind, impartial, and just. (Ex. 18:
21) When handling recommendations,
whether for appointment or deletion, the
circuit overseer must avoid imposing his
personal viewpoints and opinions or set-
ting arbitrary rules. (1 Cor. 4:6) Before
being recommended to serve as a cir-
cuit overseer, he should have proved that
he strives to imitate Jehovah and His
Son by caring for malters with love and

EXH.029.028.0091_R


samantha.gallagher
Sticky Note
None set by samantha.gallagher

samantha.gallagher
Sticky Note
MigrationNone set by samantha.gallagher

samantha.gallagher
Sticky Note
Unmarked set by samantha.gallagher


patience. (Deut. 10:17; 16:18, 19; Isa. 42:
1-4) In this way, he demonstrates deep
respect and submission to Jehovah and
to the Head of the Christian congrega-
tion, Jesus Christ.—Eph. 1:22.

e All brothers recommended as cir-
cuit overseers should be graduates
of the Watchtower Bible School of
Gilead, the School for Kingdom
Evangelizers, the Bible School for
Christian Couples, or the Bible
School for Single Brothers.

® Those being recommended should
display evidence of good judg-
ment, spiritual depth, loyalty to
God’s Word and organization, and
soundness of mind. Such qualities
are more important than having a
compelling, charming personality.

e Those recommended for circuit
work should have served as con-
gregation elders for a minimum of
three years and have at least two

years in full-time service, prefera- .

bly longer.

® Brothers who are 25 years of age_-
or younger and those 30 years of

age or older would lusually nat be
recommended. “See 67139.

o If the bmther is married, his wife
should beat 1east 21 years old,
baptized thre&yeare or longer, and
in fuﬁ-hme service for at least two
yearsy, %

138. Clrcult overseers may submit rec-
.mrnmendat;un‘; of substitute circuit
oversee‘rs “for circuit work, using the
-32G;Jform After the 5-326 is evaluat-
wed.and if everything is positive, the body
of elders should be asked to provide its
observations and its recommendation of
the brother and, if married, his wife, us-
ing the 5-326 forms. If a positive rec-
ommendation is received from both the
body of elders and the circuit overseer,
the brother should receive two weeks of
training with an experienced circuit over-
seer. If all is well, he may be sent a Ques-
tionnaire for Prospective Circuit Overseer
(S-323). See School for Kingdom Evangeliz-
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ers Office Guidelines with regard to pro-
viding circuit training to graduates. Be-
fore a recommendation is sent to the
Governing Body, the substitute circuit
overseer should have served congrega-
tions a minimum of ten full weeks. An
exception would be when a brother has
previously served in circuit work or is a
graduate of the Bible School for Single
Brothers, the Bible School for Christian
Couples, the School for Kingdom Evan-
gelizers, or the Watchtower Bible School
of Gilead and has already received ten
weeks of training and may have served
only a few weeks as a subsutute circuit
overseer since then.

139, Appomtment!.' Clrcmt overseers
are appointéd by the Governing Body.
(See 2:26, 30.) There is no need to supply
more ‘information'than what is request-
ed on the rfecommendation form unless
there are unusual factors that the Gov-
- erning Body should know. For example,
if the Branch Committee is recommend-
ing a brother who is not yet 25 years old
or-a brother who is 50 years of age or
‘older, the reasons for making such an
exceptional recommendation should
be fully explained. Because of the rig-
ors of this assignment, it is the Govern-
ing Body’s preference that brothers un-
der the age of 50 be trained to care for
this responsibility. If a brother being rec-
ommended previously served as a travel-
ing overseer, the reason for his dele-
tion from that privilege of service should
be explained. Once the branch office
has received an approved recommenda-
tion form from the Governing Body, the
Service Department will then send the
brother an appointment letter (S-308)
along with instructions concerning his
new assignment.—See 6:137.

140. Correspondence: Circuit over-
seers should be kept up-to-date with ac-
cess to copies of all form letters, such
as letters to pioneers, bodies of elders,
and so forth. Any of the circuit overseer’s
personal mail received at the branch
office should be forwarded to his current
address. At the close of each month, cir-
cuit overseers send in a Monthly Report
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(S-301), which shows their assignments
that month, their expenses, their field
service report, and dates of personal
lime away.

141. Size of Circuits: Circuits are gen-
erally made up of approximately 16 to 20
congregations, including isolated groups.
One factor to take into consideration in
determining the number of congrega-
tions to be placed in each circuit is the
availability, capacity, and distance to the
nearest Assembly Hall. In most cases, a
circuit overseer should cover his circuit
twice annually.

142. Routing: The circuit overseer
submits his routing to the branch office
three months in advance using the Cir-
cuit Overseer's Route Sheet (5-300). At the
same time, he will send the congregation
a Notice of Visit of Circuit Overseer (5-302)
advising of the dates of his visit. Once
the branch office and the congregations
have been informed, the circuit overseer
should adhere to the routing he submit-
ted. If he feels that a change needs to be
made to the routing, he should contact
the Service Department and request per-
mission.

143. Death: If a circuit overseer dies,
the Service Department should inquire
about any expenses incurred for the fu-
neral arrangements. The Service De-
partment can recommend to the
Branch Committeethat the expens-
es be covered, giving complete’informa-
tion. Branch Committees may approve
the cost of a modest funeral according to
local circumstances but should write to
the Service Commuittee for additional ap-
proval if the cost will exceed the lo-
cal approval threshold. The Service De-
partment and Branch Committee should
take an active interest in comforting the
widow. If the widow has been in the spe-
cial full-time service for many years, the
Service Department can recommend to
the Branch Committee that she be ap-
pointed as a special pioneer. The Service
Department should also assist her with
housing and see whether there are any
other needs she may have. In the case of

a widow who has not been in the spe-
cial full-time service for many years, the
Service Department may recommend to
the Branch Committee that she serve as
a regular pioneer and that consideration
be given to offering her some transition-
al financial assistance.—See 6:130.

144, When a circuit overseer loses
his wife in death, every effort should
be made to comfort him. The Service
Department may need to allow him a
leave of absence from his assignment.
(See 6:146.) If he wishes to continue in
the circuit work, the Service Department
should monitor matters, bringing any

concerns or recommendations to the at-

tention of the Branch Committee.

145. Allowances and PEA Credits:
See 5:6-8, 18-21, 23-24,,

146. Leave of Absence: Situations
that may necessitate granting a circuit
overseer or his wifé a leave of absence
are discussed at 6:129 and in Circuit
Overseer Guidelines—See 5:23.

147. Qt‘:gsﬁbns About the Qualifi-

cations of Circuit Overseers: The
branch office should follow up on any
concerns or complaints received about a
circuit overseer that raise serious ques-
tions about his qualifications. First, the
office needs to obtain the facts. (Prov. 18:
13, 17) In some cases, it may be best to
write to the circuit overseer, informing
him of what has been reported, and pro-
vide him with the opportunity (o reply.
Serious matters should be referred to the
Branch Committee.

148. If what was reported is valid and
has raised serious questions about a cir-
cuit overseer’s qualifications, it may be
that a kind letter that outlines the ob-
servations and provides loving Scriptur-
al counsel will be sufficient to address
the concern. (Prov. 27:9; 1 Tim. 5:1; w99
1/15 pp. 21-24) If needed, the Service
Department may ask an experienced cir-
cuit overseer or branch representative to
discuss the matter privately with the cir-
cuit overseer and provide him with ap-
propriate Scriptural counsel during the
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next scheduled shepherding visit. (See 6:
158) If the matter needs to be handled
sooner, an experienced circuit overscer
could be asked to care for the matter.
When a personal visit is made, the as-
signed brother should submit a report
to the Service Department that includes
a summary of the counsel he provided
to the circuit overseer. The report should
also comment on how the circuit over-
seer responded to any counsel given. Fol-
lowing the visit by an experienced circuit
overseer or by a branch representative,
the branch office could follow up in writ-
ing to express sincere appreciation for
the circuit overseer’s efforts in making
improvement and to reinforce the coun-
sel given. (1 Thess. 4:1) If this is not
the first time that a similar concern has
been brought to his attention, the letter
from the Service Department could re-
mind the brother of the previous coun-
sel and encourage him to make a more
concerted effort to improve. In such cas-

es, the Service Department should copy

the Branch Committee on such [éttus
sent to assist the circuit overseer. If, over

a reasonable period of time, the ClI‘Clut'

overseer does not improve in spite of Te-
peated efforts lo assist hlm, it may be
necessary for the Branch Cmmm:f:l:ct to
recommend to the Govemmg Budy his
deletion as a cu‘cmt overseer. A brief
summary of the cffurts made to assist
him should be inclided in a numbered
letter thatiis sent along with the Recom-
mendnhmrs to, Governing Body form.—See
2.30 '

149.- On occasion, complaints may be
received involving the wife of a circuit
overseer, Out of respect for the head-
ship principle, the Service Department
will write to the husband, informing him
of the negative report and asking for his
comments. He may be encouraged to
help his wife. (The brother assigned lo
make the next shepherding visit on the
circuit overseer and his wife should re-
ceive a copy of any correspondence to
the circuit overseer so that the brother
can offer assistance and counsel if need-
ed.) Appropriate follow-up should be in
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harmony with the general principles out-
lined in the preceding paragraph.

150. When an allegation of serious
wrongdoing is made aboul a circuit
overseer, the Service Department should
appoint two experienced circuit over-
seers to investigate. If it is established
that there is substance to the report and
evidence is available that a serious sin
has been committed, the two brothers
should notify the Service Department
so that a judicial committee can be ap-
pointed. If there is insufficient evidence
to prove that the allegations are true, the
two brothers will make a full report of
their findings to the:Service;Department
for evaluation. Although @ gross sin may
not have been committed, it may be that
the circuil overseer's conduct is serious-
ly in quesuon In such cases, the report
should be referred to the Branch Com-

,:mlttee for its consideration and direc-
1 hon —See 2:30.

151. If a circuit overseer confesses to
serious wrongdoing, two experienced
circuit overseers should be directed by
the Service Department to investigate.
After confirming the nature and extent
of the sin(s) committed, they should re-
port back to the Service Department.
The Service Department will appoint a
judicial committee consisting of three
circuit overseers. Likely, the two who in-
vestigated the matter would serve on the
committee. The committee’s decision,
whether reproof or disfellowshipping,
is reported to the branch in the normal
way. The Service Department would des-
ignate a congregation that would hold
the records in its confidential file. (It may
be the congregation where the former
circuit overseer indicates that he will at-
tend meetings.) An announcement of re-
proof or disfellowshipping would also be
made in that congregation. If the former
circuit overseer seeks reinstatement, a lo-
cal congregation judicial committee
should hear the plea for reinstatement
and seek observations from the branch
office before reaching a final decision. If
the decision is to reinstate, the appropri-
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ate notification should be sent to the Ser-
vice Department.

152. Age and Health of Circuit
Overseers: Circuit overseers will dis-
continue their assignment on August 31
of the service year that they reach 70
years of age. The brother and his wife, if
married, will be transferred to serve as
special pioneers.—See 6:111.

153. If a circuit overseer who is not yet
70 years of age is experiencing chal-
lenges because of age, chronic health
problems, or other circumstances, the
Service Department should review the
situation. If he is a longtime special full-
time servant, an encouraging letter can
be sent acknowledging his challenges
along with the assurance that he will be
assisted with his needs if he transfers
from the circuit work. This may move
him to request an adjustment in his ser-
vice. He should be invited to contact
the Service Department for direction in
making the transfer to serve as a special
pioneer. The letter may outline what spe-

cial pioneers receive by way of financial

assistance and health care. If the circuit
overseer is not inclined to discontinue, it
may be good to address the matter dur-
ing the next scheduled thphcfdmg_ﬁé-
it by an experienced circuit overseer or
by a branch rcpreqentallve If l;he circuit
overseer accedes and decxdus to discon-
tinue, he should submlt‘l'us ‘decision in
writing. The Branch Committee will re-
view any rccommendatlon from the Ser-
vice Department rcbardmg a reduced
special pioneer hour requirement, his al-
lowance and: housing, appointment as a
substitute circuit overseer, and so forth.
When the Branch Committee approves
the recommendation, the Service De-
partment will write the circuil overseer
a warm, encouraging letter acknowledg-
ing his many years of faithful service, the
date that his (and his wife’s) special pio-
neer appointment will become effective,
and the arrangements that have been
made for him and his wife.—See 2:30; 6:
111

154. In cases where the circuit overseer
feels strongly about remaining in the
work even though this would prove det-
rimental to his health, the Service De-
partment should present the matter to
the Branch Committee. If it agrees, the
Branch Committee should submit its rec-
ommendation for deletion to the Gov-
erning Body. (See 2:30.) If the Governing
Body determines that the circuit overseer
should discontinue, the Branch Commit-
tee may direct that the Service Depart-
ment draft a letter for the Branch Com-
mittee’s review, empathizing with his
stmggles and informing him of the de-
cision made that is in his best. interests
and those of the mngTegahons The let-
ter would provide information about a
new assignment and -arrangements in
place that will help h!.m and his wife in
connection with the tran_s:t_mn

155. When a circuit overseer with less
than 15 years of special full-time service
needb to d:bcv.ml.mue his service, per-
haps to care for parents or because of a
health pfoblem afflicting him or his wife

“or becauseof pregnancy, he should no-

tify the Service Department. The Ser-
vice Department could recommend to

the Branch Committee that they be en-

Couraged to serve as regular pioneers
and that consideration be given to offer-
ing them some transitional financial as-
sistance.—See 6:130.

156. Marriage: If a single circuit over-
seer becomes engaged to be married and
desires to continue in the circuit work,
he should inform the Service Depart-
ment right away. The Service Depart-
ment will send a questionnaire (S-323)
for him and his fiancée to fill out. Ad-
ditionally, the Service Department will
make discreet inquiries, confidential-
ly writing to the body of elders of the
sister’s congregation and to her circuit
overseer about her qualifications. (If the
sister is in her fiancé’s circuit, anoth-
er circuit overseer who knows the sister
could be contacted.) In addition to their
letters, the elders and the circuit over-
seer should submit separate Personal
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Qualifications Reports (5-326). These re-
ports, whether favorable or unfavorable,
and the questionnaire should be sub-
mitted to the Branch Committee with a
recommendation. The Branch Commit-
tee will review the sister’s qualifications,
her reputation in the congregation and
circuit where she serves, and her physi-
cal health and stamina. She should be at
least 21 years old, baptized three years
or longer, and in full-time service for at
least two years. If there is a great dif-
ference in age between the two who are
planning to marry, the Branch Commit-
tee should carefully consider whether
this would cause negative talk or be a
stumbling block Lo others. In all cases in
which the circuit overseer has request-
ed to stay on in the circuit work after
he gets married, the Branch Committee
should submit its comments and recom-
mendation to the Service Committee for
its decision. This should be done well
ahead of the wedding date if at all pos-
sible. If the Service Committee approves

that the circuit overseer continue in the

circuit work following his marr: )&ge then

his wife would mlmudlatcly be Ll'I.fOHEa.\

as the wife of a circuit overseer and they
would start serving cgngt‘cgal:[_gns nght
away. The Service Deparl:meng ‘write
the circuit overseer and- inform him of
the decision. + ¥

157. If itis. dchc& thal a longtl.me cir-
cuit overseer, ahuuld Tot remain in the
c:rcult work aftg,r he gets married, he
mbe appo,él:ted as a s‘pecml pioneer.
HpWevu if the sister he is engaged to
- marry “doe$ not have many years in the
bpu_clgl full-time service, she may contin-
puea as a regular pioneer. Any exceptional
cases should be referred to the Service
Committee,

158. Shepherding Visits: Circuit
overseers and their wives, if married,
should receive a shepherding visit at
least once every two years. Such visits
should be made during a circuit over-
seer’s regular visit to a congregation,
not during the week of a circuit assem-
bly. In larger branches, most circuit over-
seers will receive a visit from another
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experienced circuit overseer, The experi-
enced circuit overseer in turn will receive
a shepherding visit from a branch rep-
resentative. In smaller branches, branch
representatives may visit all the circuit
overseers. The Branch Committee is re-
sponsible for selecting the brothers who
will be used to make such shepherding
visits. As soon as the branch representa-
tive or the experienced circuit overseer is
provided with the names of the circuit
overseers he is to visit, he should con-
tact those brothers to determine the best
time for the visit.—-See 6:143.

159. Circuit overseers a%lgned to shep-
herd other circuit, nvcrac_%ers should
be men who are older in years and ex-
perienced as, travéhng overseers. They
should/be known as ones who main-
tain.a good personal schedule of Bible
study and meditation and who keep up-
to-date with published information from

_---:t}le faithful slave’ and with letters from

thc branch office. (Matt. 24:45) They
shotld be balanced in judgment, shaw
génuine humility, have a sincere inter-

“est in helping others, and have a high re-

gard for the importance of the disciple-
making work. (Phil. 4:5; Jas. 3:17; 1 Pet.
5:5) Tt is especially important that they
be men who are compassionate and who
are able to be encouraging and helpful
to others—Isa. 32:1, 2; Col. 3:12.

160. Branch representatives assigned
to shepherd circuit overseers may be
members of the Branch Committee, ex-
perienced Service Department deskmen,
or responsible brothers in the branch
office who have had experience in the
traveling work. Each branch representa-
tive would normally make no more than
one or two such visits per year.

161. Writing Letters to Former
Traveling Overseers: In many coun-
tries, there are faithful brothers who for-
merly spent many years in the traveling
work. To encourage such older brothers,
branch offices may write a personalized
letter from time to time. This shows that
the organization is interested in their
welfare and appreciates what they ac-


samantha.gallagher
Sticky Note
None set by samantha.gallagher

samantha.gallagher
Sticky Note
MigrationNone set by samantha.gallagher

samantha.gallagher
Sticky Note
Unmarked set by samantha.gallagher


complished in the traveling work during
a big part of their life—Phil. 2:4; 1 Pet.
512

Other Desks in the
Service Department

162. Convention Desk: In larger
branch offices, a Convention Desk is as-
signed to ensure that practical and bene-
ficial arrangements are made for holding
conventions. Helpful guidance is found
in Convention Organization Guidelines
(CO-1). The desk maintains all files per-
taining to regional conventions, includ-
ing speaker ratings (S-306), convention
volunteer reports (CO-53), and so forth.

163. Kingdom Halls and Assembly
Halls: A brother in the Service Depart-
ment should be designated as the con-
tact for the Local Design/Construction
Department (LDC). His responsibili-
ty will be to determine where Kingdom
Halls and Assembly Halls are needed.
He will work closely with the LDC to
develop a master plan of the number of
Kingdom Halls and Assembly Halls that
are needed and their priority. The mas-

ter plan is submitted for approval to the

Branch Committee., Once approved the

LDC will use this plan to prioritize and

administer construction, renovation, and
maintenance projects for Kingdom Halle
and Assembly Halls in the branch terri-
tory. The brother in the'Service, Depart—
ment will work closely with, the LDC to
review and study fgcgulaﬂy theneeds for
Kingdom Halls and Asscmbly Halls in
order to update the master plan—See 5:
172. =

164. Spéq_king;hssignment Desk:
The Teaching Committee provides letters
and direction that outline the arrange-
ments for Bethel speakers. These guide-
lines should be followed regarding as-
signments, expenses, and so forth.—See
7:71-80.

165. Territory Desk: Territory maps
should be prepared using the best map
available in the country. Indicate on the
state or province maps the territory as-
signed to each congregation and the

boundaries of all circuits. Unassigned
territory should also be indicated on this
map or on a separate map. The names
of circuit overseers followed by the cir-
cuit numbers may be placed within the
boundary of the arca they serve. A ter-
ritory assignment letter (5-54) is sent to
each congregation with the exact writ-
ten description of the outlined territory.
It may also be possible to send a map
clearly outlining the congregation’s as-
signed territory. The procedure for con-
gregations to follow in adjusting territory
boundaries is outlined on the form Ter-
ritory Adjustment Request (S-6).

166. Theocratic Schools Desk: This
desk cares for the various theocrat-
ic schools, such as the Pioneer Service
School, the School forKingdom Evange-
lizers, the Kingdom Ministry School, the
School for Congregation Elders, and lan-
guage seminars.

167. Circuit Overseer Desk: In larg-
er branch offices, a desk may be desig-
nated to care Eur circuit overseers and
their needs in harmony with organiza-
tional guidelines. The desk assists with

\the identification, training, and recom-

mendations for appointment of substi-

-_.mte circuit overseers and regular circuit

OvVerseers.

Service Reports

168. Monthly Field Service Report:
Branch offices should follow the instruc-
tions provided in Admin for compil-
ing and sending the Field Service Report
(5-81) to the Service Committee. The fig-
ures for the S-81 are taken from a care-
ful compilation of the Congregation Re-
ports (S-1), Special Pioneer Reports (5-212),
Home Reports (A-24), and circuit over-
seers’ Monthly Reports (S5-301). All pub-
lishers are encouraged lo report through
a congregation. Isolated publishers and
pioneers send their reports on the pub-
lisher’s Field Service Report (5-4), indi-
cating that it is from an “isolated pub-
lisher” or “isolated pioneer.” The figure
for the “Public by Mail” column on the
5-81 can be obtained from the month-
to-month record of books, brochures,
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and magazines sent from the branch to
the non-Witness public. In addition, all
magazines or literature sent out in re-
sponse to coupons are listed as “Public
by Mail.” Comments about new peaks in
publishers, general highlights of the
work, or trends may be submitted in the
“Remarks” column. Questions or signif-
icant figures should be sent to the Ser-
vice Committee in a separate letter—See
6:68.

169. A separate Field Service Report
(S-81) should be submitted monthly for
each political entity under the oversight
of the branch. Reports should be sent
no later than the 28th of the following
month. Late or missing reports may be
included in the report for the following
month. Be sure that any peaks shown do
not include reports in excess of the total
number of congregations for that month.

170. Annual Field Service Report:
Branch offices should follow the instruc-
tions provided in Admin for compllmg
and sending the end-of-year ﬁgurcs

Files and Filln_gl

171. Since the files if the'office are
used by many to do their work, all cor-
respondence must be promptly and cor-
rectly filed so that it can be readily locat-
ed. As a genera! gmdelme, items should
be filed withinzene w;.ek of their being
ccrnpletgd Thc secretary has the respon-
sibility for }his*and should have a regu-
lar routine for filing,

172, Permanent congregation files are
storcd in a very secure, locked area of
% the branch. Each congregation file has
“four sections: (1) circuit overseers’ re-
ports, (2) general correspondence,
(3) reinstatements, and (4) disfellowship-
pings and disassociations. [See Chart
6.1.]

173. Circuit Overseers’ Reports:
S-303 and S-2 forms and supplemental
letters are kept in the front of the file in
date order with the most recent at the
front. When a new report is received,
a red mark is made on the upper right
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corner of the preceding report, and the
new report is inserted in front of it. If the
first report in the file has this red mark,
then the most recent report has been re-
moved.

174. General Correspondence: This
material is filed directly behind the cir-
cuit overseers’ reports in date order with
the most recent at the front of the gener-
al correspondence. The Congregation Ap-
plication (S-51), or in its absence the old-
est Report on Circuit Overseer’s Visit
With Congregation (S-303), is filed at the
back of the general correspondence. If
the last circuit overseers report prior to
the elder arrangement in1972 is avail-
able, it should be stamped “DO NOT
DESTROY” and retained just in front of
the $-51 form. Correspondence regard-
ing an individual accused of child abuse
should be marked “DO NOT DESTROY.”

175. Reinstatements: Whether re-
“corded 'on §-77 forms or in letters from

judicial committees, correspondence re-
lated to reinstatements is filed directly
behind the general correspondence and
S-51 form in the date order of rein-
statement, with the most recent rein-
statement in the front of this section.
The S-77 form and attached correspon-
dence about those reinstated are kept
at least five years. The 5-77 form may
be marked “DO NOT DESTROY” by the
Service Desk if the material should be
kept longer.

176. Disfellowshippings and Dis-
associations: These are kept at the
back of the file. The most recent dis-
fellowshipping record is filed at the very
back of the folder. When an individual
is reinstated, the date of reinstatement is
recorded on the S-77 form, which is then
filed with the reinstalements, as noted
above.

177. Hold File: Each Service Desk
maintains a HOLD FILE for pending
items. This file typically contains cor-
respondence on matters for which the
deskman has requested further informa-
tion or comments from circuit overseers
or elders. It may be best also to keep in
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the hold file a complete copy of any ma-
terial routed to Service Department over-
sight or to the Branch Commiltee. Every
month the secretary should go through
the hold file, checking to see whether
a response has been made. If the office
has not received the requested informa-
tion or comments within three months,
he should check with the deskman to
see whether a reminder letter should be
sent. When sending a reminder letter to
a body of elders, a courtesy copy is pro-
vided to the circuit overseer with a blind
PS asking him to make certain that the
elders respond promptly.

178. Files for Isolated Pioneers and
Publishers: When it is not feasible for
an isolated group of publishers to be
cared for by a congregation, a file fold-
er for each isolated publisher group that
cannot yet be formed into a congrega-
tion is made and arranged alphabetical-
ly according to the name of the place
where the publisher receiving mail for
the group resides. All correspondence to
and from the group, as well as reports
from the circuit overseer for his visits to
the group, is placed in this file. When
a group is established as a congrega-
tion, the contents of the folder are add-
ed to the CONGREGATION FILE. A file
folder is also made for ISOLATED. PIO-
NEERS. The S-4 forms from isolated pio-
neers are kept for a year in this fold-
er. These files are kept together and not
with the congregation files.

179. Circuit Files: The S-2 forms
showing the appointment of assembly
overseers and assistant assembly over-
scers are kept in these files,~See 6:52.

180. Branch Correspondence Files:
When other branches send correspon-
dence to your branch for forwarding to
individuals in the field, they usually in-
clude a courtesy copy for your branch
file. Such copies are filed in the appro-
priate folder of the BRANCH CORRE-
SPONDENCE FILES, not in the congre-
gation files. If much mail is received
from other branches, it may be help-
ful to sort the mail into categories, such

as Branch Accommodations, Donation
Letters, Kingdom Hall Information Re-
quests, and Miscellaneous. The respec-
live retention policy should be followed
for each category.

181. Special Pioneer Files: A file fold-
er is made for each special pioneer or,
if married, for each couple. The files are
arranged alphabetically. The special pio-
neer’s current congregation assignment,
his Application for Regular Pioneer Service
(S-205), and the S-208 are a permanent
part of the file. Also filed here are the
two most recent S-326 forms submitted
by the circuit overseer and the file copy

of the personal annual encouragement

letter sent by the Service Desk. (The per-
sonal encouragement letter is sent after
the receipt of the first S-326 form each
service year.) General correspondence
may be disposed of when the files are
weeded according to the branch’s docu-
ment retention policy.—See 6:115, 186.

182. Actwe and Inactive Circuit
Overseer Flles. An active file folder is
made for each circuit overseer by the

“secretary. This folder contains correspon-

dence from the circuit overseer pertain-
; 7 to his circuit as a whole, including
any 5-326 forms that were submitted on
the circuit overseer and his wife, the file
copies of correspondence written to the
circuit overseer in connection with these
reports, and correspondence regarding
his field activity or his personal affairs.
When a circuit overseer discontinues the
circuit work, the folder is placed in the
inactive file.

183. Active and Inactive Substitute
Circuit Overseer Files: An active file
folder is made for each substitute circuit
overseer. This folder contains the corre-
spondence regarding his appointment,
including the S-324, any S-326 forms,
and so forth. When a substitute circuit
overseer discontinues the circuit work,
the folder is placed in the inactive file.

184. “Declaration Pledging Faith-
fulness” Files: 1f used, a “Declaration
Pledging Faithfulness” is filed by the last
name of the person on the declaration. A
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separate list of names of those in the file
should be maintained —See Correspon-
dence Guidelines, pp. 73-74.

185. Files for Those Disfellow-
shipped and Disassociated: A perma-
nent file of those disfellowshipped and
disassociated is kept. If 5-79a/b cards are
used by the branch office, they are filed
alphabetically by last name, first name,
and middle name and should be stored
in a very secure, locked room.

186. Weeding Section Files: Desk-
men are responsible for weeding the
congregation files for their section. Not
to be weeded are any S-2 or 5-52 forms.
These are to be kept indefinitely in the
congregation file. Any correspondence
dealing with the transfer of appointed
brothers from one congregation to an-
other should also be kept indefinitely.
At least the last five copies of the S-303
forms and supplemental letters are kept.
Older 5-303 forms marked “DO NOT
DESTROY” are also kept. The schedule

for file retention is to be followed. A
secretary may weed the files if directed
to do so by the deskman. However, the

deskman must carefully.check. the items
slated for shredding within.a short time
of their being weeded by the, secretary
so that nothing of significance is discard-
ed. The secretary should not shred any-
thing from the files without getting the
apprwal of the deskman.—See 6:181.

187. Electrgnlc Files: The work of the
Service Department should be main-
‘fained on a computer network system,
whlch is backed up regularly. Admin
supports scanning documents into the
Correspondence and Workflow mod-
ules. However, before undertaking a
project to scan large volumes of histori-
cal documents, please first consult with
the WHQ Computer Department. Once
hard copy paperwork has been scanned
and verified, then it can be shredded.
Electronic files not stored in Admin
should be labeled and kept in the fol-
lowing structure. In the work folder, a
subfolder should be designated for the
YEAR (2010, 2011, and so on) and a sub-
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subfolder for each MONTH (January,
February, and so on). Each file should
be labeled with the year, month, day,
desk symbols, state or province abbrevi-
ation, city name, congregation num-
ber, and name of individual or brief
description of the matter. For example:
2009.02-16.SASSA_NY_Pawling-12345
JohnPublisher.docx and 2009.02-16.SFS
SE.CA_Los.Angeles.West 98765 BOE Ko
rean Group.docx.

WATCHTOWER BIBLE
SCHOOL OF GILEAD

188. Purpose of the School: The
purpose of this 2(kweek school is to pro-
vide intensive training inBible study and
theocratic organization for cxpencnccd
and well-qualified special full-time ser-
vants who have already proved that they
are. mature: Christians. With this addi-
tional training, these individuals should

be able to do more to stabilize and

st_z:gnglhen the field and branch organi-

 zalion,

189. Basic Requirements:

e Married couples, single brothers,
and single sisters between the
ages of 25 and 50 who have been
in special full-time service for at
least three consecutive years.

e Candidates must have the poten-
tial for strengthening and stabiliz-
ing the field or branch organiza-
tion to a greater degree and must
have demonstrated that they en-
joy serving their brothers and can
help others in a kind way to learn
and adhere to Scriptural and theo-
cratic direction.

e They must be exemplary in all as-
pects of Christian living,
e Married couples must have served

the last three years together in
special full-time service.

e A brother must be an elder who
has been serving for a minimum
of two consecutive years.

o Must be able to read, write, and
speak English fluently.
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e Must be in good health. Those
who have chronic ailments, who
have physical or emotional dis-
orders, who require regular visits
to a doctor or a chiropractor, who
suffer from severe allergies, or
who require a special diet should
not be recommended for Gilead
training.

e Neither past graduates of Gilead
nor current members of a Branch
or Country committee should be
recommended.

e Circuit overseers must have al-
ready attended the School for Cir-
cuit Overseers and Their Wives.

190. Selecting Candidates: When
considering candidates to be recom-
mended for Gilead School training, the
Branch Committee should have clearly in
mind the current and long-term needs at
Bethel and in the field. (See 6:101.) The
following points should be considered:

e In reviewing a candidate’s
strengths and limitations, spiritual
qualities such as humility and sub-

mission to theocratic instruction

are more important than a per-

son’s age, seniority, nationality, or

secular education.—1 Sam. 16: 6 7
Acts 16:2; Jas. 3:17; 1 Pet 3 v

e It is the Governing Bodyq prefer-
ence that brothers who are ‘being
considered for-appeintment to the
Branch or Country committee at-
tend Gilead School.

e Which 5pec|al Full—tlme servants
would readily apply themselves
to theintensive training at Gile-
ad and, as a result, be spiritually
strengthened so as to be of great-
er use to the organization?—Phil. 2:
20-22; 1 Tim. 4:15.

e With Gilead training, which
brothers would serve as effective
and discerning overseers in key
Bethel departments, as deskmen
in the Service Department, as
field instructors, or as circuit over-
seers?

e Since the spirituality of transla-
tors is critical to the production of
high-quality spiritual food, which
translators would benefit the most
from an in-depth study of the Bi-
ble and organizational matters at
Gilead?

e In the field, which special full-
time servants have proved them-
selves to be outstanding evangeliz-
ers, maintaining their joy despite
challenging circumstances?

e Among the single sisters, which
ones are excellent teachers in the
field, balanced, modest, respect-
ful of authority, sound in. mind,
and able to get along well with all
types of personalities?

e In lands where the I(mgdom work
is well- establlshed and where
there are many spiritually mature
brothers and sisters, the Branch
Committee should give consider-
atlun to recommendmg those who
could fill needs in other lands after
Gﬂead trammg

“191. Processing Questionnaires:

Gilead recommendations are to be sub-
uutter;{ to the Service Committee each

\year during the month of December. In

December, each branch should submit
recommendations for four married cou-
ples and four single persons. If a per-
son indicates on the questionnaire that
he does not have the circumstances to be
sent to another country, he may still be
recommended for Gilead training if the
Branch Committee firmly believes that
the person will make a major conlribu-
tion to the Kingdom work locally.

192. Qualified candidates being consid-
ered should be provided with (1) a copy
of the Questionnaire to Attend the Walch-
tower Bible School of Gilead (G-12), (2) a
copy of the G-16 cover letter, and (3) the
A-63 letter. To ensure that the Branch
Committee has a complete picture of
the strengths and limitations of those be-
ing considered, a Personal Qualifications
Report (S-326) should be obtained from
the candidate’s local body of elders and
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circuit overseer. If the candidate is serv-
ing at Bethel, a report should also be ob-
tained from his department overseer and
elder group. Before the Branch Commit-
tee reviews the completed G-12 ques-
lionnaires, it should confirm that each
question has been answered correctly
and completely. The Branch Committee
should review the G-12 questionnaires
and other reports very carefully before
making final selections. Each recommen-
dation should be sent electronically to
the Service Committee with a very brief
covering numbered letter that includes
the following attachments:

e Gilead Student Recommendations
(G-7) form. The branch should
provide specific comments on
each candidate’s qualifications
and future potential and how the
person would be used after Gile-
ad. Gilead recommendations are
valid until the following Decem
ber.

® Questionnaire to Attend the Mtch-_

tower Bible School of Gilead (G-12).

In addition to this cﬁmpletéd_

questionnaire, a quahty full—ler:[gth
color photo should be included as
an electronic ﬁle or Scanned doc-
ument.

BRANCH VISITS

193. Branch Visits: The Service Com-
mitt‘ggr'éﬁs%ﬂ@s *headquartm represen-
tatives to e branch visits. Such vis-
its are usua[l‘y arranged each year. The
‘headqugr,;er!s representative’s primary
workiis to encourage the Bethel family,
. to aid' the members of the Branch Com-
““milttee in caring for their assignments,
and to see that matters are being con-
ducted in accord with the Scriptures and
in harmony with direction from the Gov-
erning Body. (Acts 16:4, 5; Rom. 1:11, 12;
Phil. 1:8-11) During his visit to the Beth-
el departments, the headquarters repre-
sentative makes himself available to the
members of the Bethel family who wish
to speak about their service or person-
al matters. To get a firsthand report of
the progress of the Kingdom work in
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the field, the headquarters representative
will meet with some of the circuit over-
seers. During the visit, he will also ar-
range to meet with all of the field mis-
sionaries. Following his review of branch
operations, the brother will provide a
brief report to the Branch Committee,
outlining points of commendation. As
needed, the headquarters representative
will also report on any significant mat-
ters that he feels may be adversely af-
fecting the progress of the preaching
and disciple-making work as well as the
smooth operation of the work at the
branch.—1 Cor. 14:40.

194. The Branch Committee should
prepare well for the branch visit in har-
mony with direction received from the
Service Committee. |(See 7:67-70.) Prior
to the headquarters representative’s ar-
rival, the Branch Committee should al-
ready have completed the Branch Visit
Queshommu'e (A-26) for the current ser-
vice year. At the end of his visit, the
headquarters representative will provide
his additional comments on the form

‘and give to the Branch Committee a let-

ter providing his observations, commen-
dation, and counsel, if needed. The A-26
questionnaire, as well as his letter to the
Branch Committee, is then sent to the
Service Committee, which in turn will
send each respective section of the re-
port to the appropriate Governing Body
committee. The Governing Body com-
mittees will not send routine acknowl-
edgments of the report. If a matter is
raised that requires specific direction
from world headquarters, the Branch
Committee should write further about it
to the appropriate Governing Body com-
mittee.

195. Shepherding Visits: Governing
Body members are assigned to make two
shepherding visits per year to selected
branches for the encouragement of the
Branch Committees and Bethel families.
(1 Pet. 3:2, 3) Such visits are about one
week in length. Usually, a shepherding
visit and the annual branch visit will be
scheduled some months apart from each
other. The shepherding visit will require
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less preparation than a typical branch
visit. For example, field missionaries and
Bethelites serving in remote offices are
not invited to the branch office during
the shepherding visit. In addition, prior
to the visit, there will be no need for the
Branch Committee to complete a Branch
Visit Questionnaire (A-26). A copy of the
latest Branch Visit Questionnaire (A-26)
should be made available to the Govern-
ing Body member on his arrival. There is
no need for the branch office to arrange
an extensive schedule of visits to Bethel
departments. Rather, at the time of the

arrival of the Governing Body member,
he will inform the Branch Committee of
how he will carry out the visit.

196. A feature of the shepherding vis-
it is a special program for congregations.
If possible, the special program should
be streamed to locations throughout the
branch territory. In years when both a
branch visit and a shepherding visit are
scheduled, the special program held dur-
ing the branch visit will be kept small-
er, perhaps being held at a nearby As-
sembly Hall. That program will not be
streamed to other locations.
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CHART 6.1

ORGANIZATION OF PERMANENT CONGREGATION FILES

(4) DISFELLOWSHIPPINGS AND DISASSOCIATIONS
S-77 and disfellowshipping reports (Most recent at back of file)

(3) REINSTATEMENTS (Most recent in front)

(2) GENERAL CORRESPONDENCE (Most recent in front) —

S$-51 OR OLDEST $-303 AND LAST S-303 PRIOR TO
ELDER ARRANGEMENT (Behind the correspondence)

(1) CIRCUIT OVERSEERS' REPORTS
(Most recent in front; red mark in upper right corner on all but most recent)
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CHAPTER 7

TEACHING COMMITTEE

1. The Teaching Committee’s focus is
on providing instruction that highlights
the practical value of the fine spiritual
food that we receive from “the faithful
and discreet slave.” (Matt. 24:45; 1 Tim.
4:16) This committee’s general scope of
operation is summarized at the end of
this chapter. [See Chart 7.1.]

CIRCUIT ASSEMBLIES

2. Circuit assembly programs and out-
lines are provided yearly by the Teach-
ing Committee. These evenlts are to be
conducted in accord with Circuit Organi-
zation Guidelines (S-330). Taking into ac-
count the recommendations of the cir-
cuit overseers, the Branch Committee
will arrange to hold two one-day cir-
cuit assemblies a year for each circuit or
section of a circuit. Normally, a visiting
speaker will be sent from the branch to
serve one of the events (CA-br). A cir-

cuit overseer will handle the main

talk(s) for the other assembly (CA-cq).
Where practical, the Branch Commit-
tee may assign visiting speakers from
the branch to serve circuit assemblies
in other countries under its overmght
following the guidelines: given in 7:9-10.
Only circuit overseers or regular mem-
bers of the Bethel family (BBR) who are
currently appointed ‘aswvisiting speakers
at circuit assemblies may be used for
these assignments. (See 7:73 for guide-
lines on these appointments.)

3. If it is felt that the published CA-br
program should be adjusted for a cer-
tain locality, a proposal should be sent
to the Teaching Commiltee for approv-
al. In countries with only one circuit or
where publishers are very poor and can-
not afford to travel to three events in a
year, the Branch Committee could con-
sider any of the following optional ar-
rangements: (1) obtaining a DVD of an

earlier CA-br program in the language
of the circuit for showing at the King-
dom Hall(s) where the affected publish-
ers meet, (2) merging the two yearly
events for the affected circuit into one
weekend, or (3) not holding the CA-
br program. In countries where restric-
tions make it impossible to hold region-
al conventions or circuit assemblies,

arrangements may be made to present

abbreviated programs in Kingdom Halls
or at other appropriaterlocations.

4., Toreign-language circuit assemblies
are organized when at least 200 attend-
ces can convene in‘that language and if
there are enougﬁ qualified speakers to
hold the program. If the Branch Com-
mittee feels that an exception is need-
ed, a request. may be sent to the Teach-
ing Committee.

8, Fo;. the benefit of smaller foreign-

langﬂhge congregations and groups, as-
semblies may be interpreted simul-
taneously. When a foreign-language
session has been approved, the cir-
cuit overseer assigns qualified speakers
to present selected parts, such as the
baptism talk and the Walchtower Study
summary, in the foreign language of
the audience. This session is held con-
currently with the program in the pri-
mary language of the event. Depending
on the availability of interpreters, other
parts can be interpreted simultaneous-
ly for the benefit of the foreign-language
audience, (Branches without enough
fluent speakers in a particular foreign-
language field may request a branch
where assemblies and conventions
are held in that language to provide
DVDs of a video file of such events.
[f a branch can provide such a record-
ing, it should display only what tran-
spires on stage. Footage of the audience

EXH.029.028.0105_R
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or other areas of the venue should not
be shown. Moreover, while reasonably
good video is desired, high-quality au-
dio is of foremost importance.) Portions
of the recorded program may be shown
interspersed with live presentations by
the available speakers or interpreters.
These sessions are usually held in a sep-
arate room or area of the venue and
are organized so that they will not dis-
tract the audience attending the main
program. (Where possible, an FM trans-
mitter and small FM receivers with ear-
phones may be used. The circuit may
have to purchase the FM transmitter.) If
a circuit overseer for a foreign-language
field feels that enough qualified speak-
ers and interpreters are available, he
should recommend to the branch office
that sessions be held in that language.
This request should be sent well in ad-
vance of the scheduled event. In his
report he should answer the following
questions: How many publishers and

interested persons would benefit frum"
this program? How many elders and

ministerial servants qualify to:give t talks
or interpret the program? How ma‘ny
parts could the appomted brot,hers neal-
istically present? How man { other’ pub-
lishers qualify to mferprtt thé. program?
—See 7:15.

6. If sm’tultaneuu*s interpretation is ap-
proved for: *c:rcuit‘eyents, a qualified
brotk mhshou'ld oversee the arrange-
men‘t undeﬁthe direction of the assem-
bly overseer. If possible, the brother
“Sélected. should know the foreign lan-
guage. The circuit overseer should meet

. with this brother to decide on such

‘matters as a practical location for the
foreign-language session, lighting, and
sound.

7. Interpreters should be exemplary
publishers approved by the Congrega-
tion Service Committee to assist in this
way. Accurate knowledge of the truth
of God’s Word is required in order to
interpret Scriptural thoughts correct-
ly into another language. It is essential
that an interpreter have a good compre-
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hension of both languages, particularly
of the target language.—See 7:53, 70.

8. The brother overseeing the interpre-
tation should schedule the assignments
well in advance. If at all possible, quali-
fied brothers, rather than sisters, should
be used for the principal talks, partic-
ularly those of the circuit overseer or
the visiting speaker from the branch.
When qualified sisters must be used,
they should be referred to the pub-
lished direction given on this matter.
(w09 11/15 pp. 12-13) A copy of the
talk outline may be ‘given in advance
to the assigned mterpreler,w'ﬁ;rho will
use it for prepamhorl*purpmea only. In
addition, the speaker may be able to
give the interpreter a copy of his per-
sonal. noteq prior_to the presentation.
Either way} those copies are only to be
used, \by the' interpreter to prepare for
“his asmgnment Neither one of the cop-
ies nor a translation thereof should be

. used by the interpreter during the ac-

tual presentation of the talk. Rather, he
'should listen carefully to the speaker’s
delivery and convey to the audience in
his own words an accurate interpreta-
tion of the speaker’s statements. (See
be p. 55.) Any copies of the talk out-
line or the speaker’s notes given to the
interpreter beforehand should be re-
turned to the speaker or destroyed after
the program. Before the actual delivery
of the talk, the speaker would do well
to meet with the assigned interpreter to
discuss pertinent details of his presen-
tation. This guideline may be followed
for all interpreted events. If a Govern-
mg_Bo.dy_mcmbu_uta_h;ler_tamﬁov—
erning B is_present and
he is comfortable with the arrangement,
his_prayer may be interpreted, either
consecutively or simultaneously. In all
other cases, the prayer should be said
by a brother fluent in the target lan-
guage. However, if the brother speaks
another language that most in the audi-
ence also understand, he could give the
praver using that common language.
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9. Travel Expenses Associated With
Circuit Assembly (CA-br) Assign-
ments: The circuit should cover the
transportation expenses of the visiting
speaker and his wife (if married) even
if he uses a branch vehicle to travel to
his assignment. The branch is autho-
rized to fund or supplement any finan-
cial shortfall for circuits unable to cov-
er these travel expenses. In any case, a
visiting Bethel representative should be
assigned every year. Even if the branch
must initially cover the travel expens-
es of the visiting speaker and his wife
(if married), the insolvent circuit might
still be able to contribute “something”
to assist. (1 Cor. 16:1, 2) As a possi-
ble option, Branch or Country commit-
tee members could serve such circuits
in conjunction with their annual visits
to nearby missionaries or remote trans-
lation offices.—See 7:2.

10. Time Away for Circuit Assem-
bly (CA-br) Assignments: Generally,
Bethel speakers would need no more
than a total of two days to travel to

and from most circuit assembly (CA- ©
y L . swer qqestfons that could arise regard-

511:1{g this' subject, the Branch Committee
_should feel free to contact the Teaching
~Committee, explaining what is involved

br) assignments. (For these assign-
ments, wives would be granted the
same amount of time away from work
as their husbands.) Those closer to
Bethel may require little or no'time
away. In some branches overseeu;tg vast
territories that span many time Zones
or in lands where travel is very difficult,
more than a day’s time might be needed
for a speaker to reach his, assignment.
In such rare”cases,the, wisiting speak-
er should make a reasonable deter-
mination of the amount of travel time
needed, considering such local circum-
stances as the reliability of the trans-
portation, the schedules, and the travel
costs. (See 7:2.) Occasionally, a brother
from Bethel might be assigned to serve
a circuit assembly (CA-br) in a remote
area if he will be able to reach the as-
sembly either en route to or returning
from another distant assignment, such
as a visit to a remote translation office.
Also, if a brother will be taking person-
al time away in a distant part of the

branch territory, some thought might be
given to having him care for a circuit as-
sembly (CA-br) being held in the vicin-
ity.

11. If the circuit assembly (CA-br) is
scheduled on Sunday and reaching the
site will require a significant amount
of travel time, the brother would usu-
ally travel on Saturday as long as suit-
able transportation is available and
travel costs would not be much high-
er than on Friday. Typically, he would
travel back to Bethel on Monday. When
the event is scheduled on Saturday,
the speaker would normally leave from
Bethel on Friday so as to reachhis ac-
commodations for that evening at a rea-
sonable time. Likely, he wlll return to
Bethel on Sunday, promdmg circum-
stances allow for a reasunable itin-
erary that day. Tf it is normally possi-
ble to keep to the aforemcnhoncd travel
schedule but‘a ';peaker opts to leave ear-
lier or return latg_r, he is expected to use
personal time ai'\'fiiy from Bethel.

12.40f the. above guidelines do not an-

in a particular situation.—See 6:82.

CONVENTIONS

13. In its annual letter to all branches,
the Governing Body sets out the pro-
gram for the coming year, including in-
formation about future conventions and
general arrangements for holding re-
glonal, national, international, or spe-
cial conventions. Special conventions
are_held every year unless internation-
al conventions have been scheduled for
that year. They tgk;_plmaﬂgz
venues that hold from 7,000 to 12,000
altendees, including about 1,500 foreign
delegates (1,000 from the United States
and 500 from nearby lands.) Branch-
planned activities also take place befare
and/or after the convention. Interna-
tional conventions are held every four

or five years. They take place in larger
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"'-;Cliil or international convention.

venues that hold a minimum of 20,000
attendees, including about 3,000 foreign
delegates (2,000 from the United States
and 1,000 from other countries around
the globe). Branch-planned activities
also_take place before and/or after the
convention. An arrangement is made
for those in foreign service to be funded
to attend the convention of their choice.
For more information on how these
events should be conducted, please
see Convention Organization Guidelines
(CO-1). Also, when international or spe-
cial conventions are held, please note
that a special provision of time away is
made for special full-time servants who
are selected as delegates. (This is sep-
arate and in addition to the usual per-
sonal time away or hour credits that are
granted lo attend one annual regional
convention. The two provisions of time
away are different and cannot be com-
bined to attend only one event.) The

lows: Bethel family members and circuit

overseers and their wives who are se=
lected as delegates to attend a, sp,ehlal or
an international convennun w1ﬂ be
granted one and a half day‘&; f persor:-
al time away in orde.g to’ at;endna.lk pro-
gram sessions al one suchievenf This
provision also applle§ to field instruc-
tors and their wives, Assembly Hall ser-
vants, and conbti‘u tion servants who
are eelected gs deTégéth As for special
plongers, Iiemporary special pioneers,
and field sionaries who are select-
ed as. delega es to a special or an inter-

“national convention, they will receive a

ﬁve-ngr credit for each day of the spe-

14. Programs: Convention programs
address concerns from Branch Commit-
tees regarding specific needs in their
part of the field. If a Branch Committee
desires to adjust a program because of
local needs, it should write the Teach-
ing Committee for direction before pro-
ceeding. An abbreviated regional con-
vention program is sent to all branches,
as this may be helpful to smaller lan-
guage groups and territories.

EXH.029.028.0108_R

15. Conventions and assemblies
should be practical and in good taste
and should prove to be a spiritual bless-
ing to those in attendance. These events
should be held at a time of year when
the majority of the brothers will be able
to attend. If the Branch Committee ap-
e : oy
a foreign language for some or all of the
parts of the program, a qualified broth-
er should oversee that arrangement.
He should work under the oversight of
the convention chairman. As with cir-
cuit events (see 7:5), if a circuit overseer
for a foreign-language field feels that
a sufficient number of qualified speak-
ers are available, he: may recommend to
the branch office that a foreign-language
session be held in conjunction with a
reglonal conventkon in that area. This
request should be sent by mid-January,
at Teast one, ,year in advance of the

~scheduled event. He should inform the
special provision of time away is as fol- Sbranch how many publishers and in-

o

texested persons would benefit from
this arrangement, how many quali-

ﬁed brothers would be available to give

talks, and how many parts each of them
could handle. (If there are enough pub-
lishers, consideration might also be
given to presenting the drama at the
foreign-language session.) This arrange-
ment would require a program over-
seer for the foreign-language session
who would work under the direction of
the Convention Committee, Therefore,
the circuit overseer should recommend
a qualified brother for this responsibili-
ty. Based on the ratings received from
the field, the branch office will assign
the speakers for all foreign-language
sessions. The program overseer ap-
pointed to serve the foreign-language
sessions will oversee the functioning
of the sessions. If approval is given to
hold a foreign-language session concur-
renl with a regional convention pro-
gram on the same premises where a
member of the Governing Body, a help-
er to a Governing Body committee, or a
Branch Committee member is assigned
to share on the program in the prima-
ry language, such talks should be simul-
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taneously interpreted for the benefit of
the foreign-language session. If quali-
fied interpreters are not available, those
talks will be assigned to local brothers
and presented in the foreign language
of the session.—See 7:8.

16. Location of Conventions: When
national, international, or special con-
ventions are arranged, one of the larger
cities in the country should be selected.
Regional conventions should be held in
cities that can accommodate the antic-
ipated altendance. For the sake of the
witness that will be given, it is best to
hold conventions in as many different
large cities as possible and practical.

17. Expenses: The branch will cover
the expenses involved in holding con-
ventions in its territory and will ac-
cept contributions from those in atten-
dance. Well-organized conventions are
a real stimulus to the brothers and an
encouragement to interested people. If
the convention runs smoothly because
of good organization and loving over-
sight, the brothers will generally sup-
port it well. It is appropriate to remind
the brothers tha it is a privilege to sup-

port the convention and the worldwide -

work monetarily.—Luke 16: 9 13, 2 Cor.,
chaps. 8-9.

18. Attendees are encouraged to bring
their own food and beverages. If be-
cause of local cn:cumqtancch a branch
finds it necessary to prowde some ba-
sic food items or a beverage at regional
cnnventlons or circuit events, a request
should be’ SLI‘lt to the Teaching Commit-
tee clearly explalmng why this is need-
ed and how the expenses will be cov-
ered. The Teaching and Publishing
committees will consider the request.

19. Releasing Newly Translated
Publications: When an approved
translation is completed on a publi-
cation that was not released simul-
taneously with the English edition, the
Branch Committee will need to deter-
mine how best to release the item. If the

publication will not be available when
regional conventions are held, it may
be released by means of a general let-
ter to the congregations or with a brief
announcement in Our Kingdom Minis-
try. There is no provision for releasing
a newly translated publication at a cir-
cuit assembly or a special meeting held
in connection with a branch visit.

20. If a newly translated publication
will be available before the regional con-
vention, the Branch Committee may
write the Teaching Committee, recom-
mending that the item be released at
that time. This should be recommend-
ed only for new publications in the
primary language(s) of the branch ter-
ritory. Along with their recommenda-
tion, the Branch Committee would
need to supply the title and language
of the publication, the proposed ratio
of distribution at the regional conven-
tion, and at what point during the pro-
gram_they recommend making the an-
nouncement. For some items, such as
songbooks, the release announcement

‘would lLkely be made early in the pro-
gram so that the brothers could begin

ljs‘.i_ng them right away. Most often, how-

ever, it would be more practical to an-

nounce such releases during the final
talk of the convention.

21. If it is known that a newly translat-
ed publication will be ready for distribu-
tion shortly after the local regional con-
ventions, a release announcement could
be made during the final talk on the
program, stating when the item will be
available for request through the con-
gregations. The wording for such brief
announcements may follow the pattern
used on past convention talk outlines or
manuscripts.

22. If regional conventions of the
same language will be held in various
countries, the release announcement
for a new edition of the New World
Translation should be made first at a re-
gional convention in the country over-
seeing that language. However, for any
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samantha.gallagher
Sticky Note
None set by samantha.gallagher

samantha.gallagher
Sticky Note
MigrationNone set by samantha.gallagher

samantha.gallagher
Sticky Note
Unmarked set by samantha.gallagher


other translated publication, its release
may be announced at the first conven-
tion of the season, regardless of the
country, as long as the item is available
in the language of the convention. (See
7:19-21.) Good communication and co-
operation between the branches in-
volved is encouraged. If you desire to
have a member of the Governing Body
release the Bible, please write and make
this request. You should answer the fol-
lowing questions: (1) What is the esti-
mated timetable for printing and ship-
ping? (2) What are the scheduled dates
for the first regional convention in
that language? (3) In what city will the
event be held, and what will be the ven-
ue? (4) What is the estimated atten-
dance figure? (5) Will other locations
be tied in with the main venue for the
talks of the Governing Body member?
(6) Will you be able to tie in other re-
gional conventions? (7) What transpor-
tation arrangements would need to be
made to get to the convention city? Is

travel safe? (8) Where will the Govern--

in ccommodated?
(9) Are you aware of any local refgu.la—
tions that would impede ‘the partici-
pation of a member of the Governing
Body on the program? (10) If s0, do you
foresee the possibility of requesting an
exemption from the local authorities?
Please note that if the Bible is ready for
release at a timevother than your con-
ventipn'season, a special program sim-
ilar ’to what) ‘was' organized for the re-
leasi: of the revised English edition may
“be organized. Such an event may be
scheduled as soon as printed copies of
the new Bible are available for dis-
“tribution. In this way, a branch would
have two options: (1) Release a revised
edition in conjunction with a regional
convention whenever that is practical
or (2) hold a special event. When a
special event is arranged, a large ven-
ue may be rented from which the pro-
gram will originate. The program may
be video streamed to Assembly Halls
and Kingdom Halls within the branch
territory so that as many publishers as
possible can benefit. If the language of
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the release is also the primary language
of a country outside the branch territo-
ry where the program is being held, ar-
rangements can be made for Assembly
Halls and Kingdom Halls in those areas
to be tied in as well. The video stream
could be delayed as needed for the ben-
efit of locations in different time zones.
In this way, many publishers fluent in
the language of the releasc will hear the
news simultaneously instead of over a
period of months. The program could
start at 9:30 a.m. or 10:00 a.m. and last
for about three hours; but it might run a
bit lunger if the talks by a visiting Gov-
erning Body member require interpreta-
tion. The program will have the follow-
ing format: '

10 min: Opening song and prayer. The
“chairman follows with a warm
welcome to the audience and a
few encouraging comments.

30 min: Watchtower Study summary. (To
be included when the event
is held on a Sunday or when a
program held on Saturday will
need to be video streamed also on
Sunday and regular congregation
meetings will not be held that
weekend.)

15 min: As an optional leature, the
15-minute video presentation
entitled A Precious Gift From God,
about the New World Translation
of the Holy Scriptures, could
be included as it was when
the revised English edition was
released. Of course, this would
need to be translated in advance.

10 min: Group interview of two or three
local publishers who remember
the original release of the New
World Translalion in the local
language.

25 min: Release talk by the visiting
Governing Body member.

5 min: Song.

10 min: After inviting the audience to
be reseated, the chairman
announces that the new Bible will
be distributed at this time.

15 min: Talk by a Branch Committee
member, based on an outline
provided by the Teaching
Committee.

15 min: Talk by a Branch Committee
member, based on an outline
provided by the Teaching
Commitlee.
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40 min: Talk by the visiting Governing Body
member on a topic of his choice.

5 min: Brief closing comments by the
chairman, followed by song and
prayer.

23. Convention Committee: The
branch office should appoint a Conven-
tion Committee made up of the Con-
vention Committee coordinator, the
program overseer, and the rooming
overseer, These elders should be good
organizers and have the time avail-
able to care for the assignment. A cir-
cuit overseer may be assigned if neces-
sary. It is essential that these brothers
be spiritual men who fully manifest
the fruitage of the spirit, even under
pressure. The Convention Committee
should be alert, capable of dealing with
officials and other business concerns. In
addition to providing oversight to the
overall convention operation, the Con-
vention Committee assigns all other de-
partment heads.

24. The committee members should
be well-respected by the publishers and
exhibit good teaching ability. If a broth-
er appointed to a Convention Commit-
tee is rated as an average speaker, he
should be used on the program in har-
mony with his speaking ability. If a
brother is recommended to ‘serve on a
Convention Committee because of out-
standing spmtua! and orgamzaflonal
qualifications but is not recommended
to give a talk on the program because of
his limitations as a speaker, the Branch
Committee will need to think careful-
ly about whether to appoint him. If
he is appointed, perhaps he could be as-
signed to serve as a session chairman or
to offer one of the prayers.

25. Accident Prevention and Secu-
rity: Give attention to safety when set-
ting up and dismantling at conventions.
Do so also when transporting equip-
ment, chairs, or groups of brothers to
and from the convention site. Make
sure that well-trained and responsible
adults are selected in connection with
any installation or the use of potential-

ly dangerous equipment, including elec-
trical equipment. Be aware of the dan-
ger of theft and vandalism. Ensure
that alert brothers are assigned to keep
watch over money and valuable equip-
ment, such as sound equipment, at the
convention site.

26. Regional Convention Assign-
ments for Branch Committee Mem-
bers: Branch Committee members
should attend one or more regional
conventions of their selection at their
own expense or through private fund-
ing. Please note that as is the case with
all Bethel family members, a.day and

a half of time away from work will be

granted to Branch Committee members
and their wives in connection with only
one yearly regional convention:of their
choice.

27. In addition, particularly in larger
branches, Branch Committee members
are encoumged to attend two addition-
al conventions ass:gned by the branch.

For I:hese two special assignments, con-

vention and travel time necessary will
be granted to the brothers and their
wives. At times, because of location or
other circumstances, a number of re-
gional conventions might not be visited
by a Branch Committee member or an-
other responsible Bethel representa-
tive. Where that is the case, the talks
given by a Branch Committee member
could be video streamed to such region-
al conventions as long as the technolo-
gy is available. This provision would al-
low the audiences at those locations to
have some exposure to a Branch Com-
mittee member.

28. Convention funds may not be used
to defray the Branch Committee mem-
ber’s travel costs resulting from these
two additional conventions. However,
if no local private funds are offered,
the related travel expenses incurred by
the Branch Committee member and his
wife, if she accompanies him, may be
reimbursed by the organization.
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29. If it were practical for a Branch
Committec member to use a branch ve-
hicle in order to attend any of the two
additional conventions to which he is
assigned, the fuel charge would be nol-
ed as an organizational expense. Such
factors as the distance to be traveled
and the length of time a brother would
be away from his Bethel assignment
would need to be weighed to deter-
mine whether it would be practical to
use a branch vehicle. In case the Branch
Commitlee member is unable to drive,
a Bethel driver may need to be assigned
to assist him. If so, the driver would be
granted the necessary time away from
work.

30. Speakers Attending a Conven-
tion in Another Country: At times
Bethel speakers, missionaries, and cir-
cuit overseers make personal plans to
attend a regional convention outside
of their branch territory. If a qualified

speaker serving in one of these fmfu.x.é'of :
special full-time service will be attend-

ing a regional convention in anolhi:;'

country, using his personal time away

and private travel funds, his qpeak—
er’s ratings may be forWarde to that
branch office. (It,is nat neceasary to
survey the bmlhcrs to find out if they
will be attendmg conventions in other
lands.) The rebpunmble brothers in the
country that he will be vlsltmg may as-
sign,| him'a; part on the program in har-
mony with his qualifications. Or he may
be fntervmwed during one of the parts.
I'TﬂWtever, a branch need not feel obli-
gated to include such a visiting speaker
pon the program.—See 6:81.

31 News Service for Circuit and
Regional Events: Each year an updat-
ed package containing timely guidelines
is made available to all branches via the
Materials Distribution System (MDS).

32. Annual Report to Teaching
Committee: An annual report should
be sent to the Teaching Committee, out-
lining the total number of conventions
held in the branch territory, the peak at-
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tendance, and the baptism figure. If a
branch oversees the work in other coun-
tries, a separate report should be sub-
mitted for each country. This informa-
tion should be listed in two columns
—one showing the figures for the cur-
rent year and the other showing the fig-
ures for the preceding year. Please also
state in one paragraph which features
of the program were particularly effec-
tive for your field and why,

CONGREGATION MEETINGS

33. Unless there are extreme exten-
uating mrcumstances, 'congregatmnb
worldwide hold one midweek meeting
sometime Monday through Friday. This
meeting is formatted as follows: After
an opening song and prayer, the Con-
grt.gahon Bible Study is conducted for
30 mmutesrfollowad by the Theocratic
Mmls‘try f:choo] for 30 minutes. Then,

‘after an introductory song, the Service

Meetmg is held for 30 minutes. The en-
tire ' meeting is closed with song and
prayer. The aforementioned three meet-

‘ings should not be combined with the

Public Meeting and Walchlower Study,
which are to be held on the weekend
(Saturday or Sunday), unless extreme
circumstances exist.

34. For the Public Meeting, after an
opening song and prayer, a 30-minute
public talk is presented from one of
the approved outlines on the list “Pub-
lic Meeting Talk Titles” (S-99) or as oth-
erwise provided by the organization
for special occasions, such as the cir-
cuit overseer’s visit. Normally, following
the Public Meeting and after an intro-
ductory song, the scheduled Walchtower
Study article is reviewed by the con-
gregation as a question-and-answer ses-
sion lasting one hour. The discussion in-
cludes the reading of all the paragraphs
and all the scriptures marked “read,” as
well as a brief consideration of the re-

view box. The scriptures marked “read”
should not be read before the reading

of the paragraph unless the lesson is a
verse-by-verse discussion with the scrip-
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ture cited at the very beginning of the
paragraph. Paragraph reading should be
uninterrupted.

35. The above-mentioned format
varies only during the visit of the circuit
overseer as outlined in Circuit Overseer
Guidelines (tg), chapter 4. When sever-
al congregations meet in one Kingdom
Hall, those not being visited will adjust
meeting times as needed for that week.
Any schedule of meeting times that in-
volves rotation is worked out through
the elders in a spirit of mutual concern
and brotherly love.—Phil. 2:2-4; 1 Pet.
3:8.

36. Audio transmissions of our regu-
lar congregation meetings may be made
for those truly unable to attend. Official
audio recordings are another option.
(Helpful comments appear on MDS re-
garding the technical aspects associal-
ed with this provision.) Video transmis-
sion of our meetings over the Internet
is not approved. Easy Internet video
access to our meetings could stifle
live attendance and increase the poten-

tial for misuse of the information be-

ing transmitted. However, if the tech-
nical means is available and the body
of elders knows that a member of Ahe
congregation is truly housebnund nn a
long-term basis, the elders may; decide
to make available a video recordmg of
the meetings for that person

37. Meetings For Foreign- Language
Groups: When there are only a few
publishers’ workmg a fnrelgn-languagt_
field, a group can be formed under the
supervision of a ‘host congregation.
(km 11/09 p. 5 par. 10; tg chap. 17)
Such foreign-language groups may hold
their Congregation Bible Study in a
separate room at the Kingdom IHall at
the same time as the meeting of the
host congregation. In cases of severe
space constraints, the group may hold
this 30-minute meeting just prior to the
host congregation’s midweek meeting.
If this is not possible, a less preferred
option would be to have the group meet

just before or after the host congrega-
tion’s Public Meeting and Watchtower
Study. A foreign-language group that
has grown in size may be transferred
to anather host congregation that meets
at a Kingdom Hall with a larger aux-
iliary room, In any event, the foreign-
language group should be encouraged
to attend the midweek meeting of the
congregation officially appointed as its
host.

e Audio a i i : Co ct-
i ocal-
ly is preferable. However, if such

is not yet possible and the congre-

gations are willing to obtain the

necessary equipment, a_pregroup,
gxpup,_gy_,imall_ggng:ggqhg_may
request pcrmrﬁmn from the cir-
cuit overseer to tig in to the meet-

ings of eign-lan -

overseer w:ll a_pprove which me—

_ gations inchis circuit will tie in to

;ujj;_o_[&egr must consider all of

the factors surrounding the re-
quest in deciding whether to give
approval for such an arrangement
or not. If a small congregation is
approved to tie in to the meetings
of another congregation periodi-
cally, it is expected that the small
congregation will strive to conduct
all of its own meetings as soon
as_possible, Congregations trans-
mitting, video should not transmit
footage of the audience or any oth-
er areas of the Kingdom Hall —See
letter to all bodies of elders, Oc-
tober 2, 2014, regarding “Foreign-
language field.”

38. If a group is making good prog-
ress, has responsible ones available to
take the lead, and has reasonable pros-
pects for further growth, consideration
may be given to forming a congrega-
tion. (f¢ chap. 13) Meetings should be
conducted in the language of the group
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even if only a few publications are avail-
able. For example, the Congregation Bi-
ble Study and the Theocratic Ministry
School may be conducted using just the
first few publications on the translation
priority list. Understandably, the sched-
ules and the content of such meetings
would differ from those of the major

languages.

39. In the event that no responsible
brothers in the group are available to
conduct the meeling on a particular
day, an interpreter could be used so that
most would be able to understand the
comments of the assigned conductor or
public speaker for that occasion. This
would harmonize with the precedent
found in 1 Corinthians chapter 14. Also,
it should be noted that many languages
have a suitable vernacular Bible transla-
tion or at least a portion of it. The broth-
ers should be encouraged to use these
Bibles at their meetings and in the field
ministry.

40. When no publications are avail-

able in a certain language, meetings:

could be conducted using,our publl-
cations in another language as lcng
as most in the group arciableito fol-
low along. For example, an indigenous
group may alse nnderstand a major lan-
guage in which pubhcahum, are readi-
ly available, Howeyer, all talks, prayers,
quea};om aﬁ‘d;answer sessions, and
meeftmgs should be conducted in the
Ianguage of the group. As mentioned
aboveyif the assigned conductor does
not g_pl.‘\k the language of the group,
a qualified interpreter may assist him.
“WAls0, when a group is started, it may
be possible for the brother assigned as
reader for the Congregation Bible Study
or the Watchtower Study to make a per-
sonal translation of the material under
discussion, although this is not ideal.
Once meelings are held regularly in the
language of the group and the forma-
tion of a congregation is imminent, the
Branch Committee should contact the
Writing Committee, outlining the needs
of the congregation and providing the
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names of any baptized Witnesses who
could be used as translators.—See 8:
25-27.

DEDICATION PROGRAMS

Branch Dedications

41. Dedication programs are special
occasions of great spiritual encourage-
ment for Jehovah’s people. These pro-
grams are held in connection with new-
ly acquired or newly built facilities that
are fully owned by the organization.
Months in advance of a branch dedica-
lion, an overview of thc plans includ-
ing details about the " program con-
tent, rooming for guests, fcedmg, and
so forth, should b? sent to the Teach-
ing Committee for final review and ap-
proval. If an exception to the follow-
ing gl.udc!mes is necessary, the Branch
Cummutt.e should contact the Teaching

_Cqu_m_tt_;_e before proceeding.

42, If a four-page printed program is
planned, the branch should submit the

recommended text and a PDF of the

proposed design directly to the Wril-
ing Committee. The text in the program
sample will be reviewed and approved
by the Teaching Committee, while the
actual design of the program will be re-
viewed and approved by the Writing
Committee.

43. Day and Time for Program: It
seems practical that a branch dedica-
tion program be held on a Saturday. A
program approximately three hours in
length should be arranged. If one or
more talks need to be interpreted, the
program may take another 30-40 min-
utes. The following may be adjusted to
fit local circumstances.

44. Sample Program Format:

10 min: Opening song and prayer.

20 min: History of work in the country.
({Includes interview of two or three
longtime missionaries if available.)

30-40 min: Construction project and
experiences. (May include
interviews with key workers.)
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20 min: Reports from other branches. (If
available.)

15 min: Song, announcements, and
greetings.

45-60 min: Dedication talk. (If interpreted,
additional time may be needed.)

10 min: Closing song and prayer.

45. The chairman will give the open-
ing words of welcome. Then for about
20 minutes, a member of the Branch
Committee should relate the history of
the Kingdom work in that country, fol-
lowed by how Jehovah opened up the
way for a new branch to be construct-
ed. If there are longtime missionaries
present, approximately eight minutes
can be dedicated to interview them.
They may comment on their share in
the carly development of the work and
relate any personal experiences in-
volved. Then 30-40 minutes should be
used to discuss the construction project
itself. A member of the Branch Com-
mittee who served on the construc-
tion committee is usually assigned this
part. It could be developed as a dis-
cussion by three brothers, two of whom
would be members of the construction
committee. It may include a few inter-

views with key workers on the project..

These interviews could highlight prob-
lems that were overcome, relate any out-
standing experiences that took place in
obtaining equipment and. accompllsh-
ing the work, or indicate how a'Witness
was given to the gnmmy.mty This dis-
cussion could conclude by referring to
the fine cuoperattun of the local broth-
ers and the way Jehovah' blessed the ac-

tmty

46. If thereiare a few Branch Com-
mittee members present from nearby
branches, a representative from each
may use from four to six minutes to
relate outstanding experiences and re-
ports about the progress of the work in
those countries. This segment could be
about 20 minutes in length. It would be
followed by song, announcements,
and the reading of any greetings, all
of which should take no longer than
15 minutes.

47. Dedication Talk: If a member of
the Governing Body is assigned to at-
tend the dedication, he will give the
dedication talk. This discourse is usual-
ly about an hour in length, but if inter-
preted, it may take 90 minutes or more.

48. Invitations and Seating: The
program will generally originate from
the branch’s main auditorium. Over-
flow seating may be set up in a King-
dom Hall or an Assembly Hall on the
property of the branch being dedicat-
ed. Extra chairs may also be set up in
dining rooms and in other locations on
the premises. The number invited will
depend on the size of the facilities, the
number in the Bethel family, the size of
the construction staff, and the number
of visitors from other branches. In some
branches, those in the field who have
served faithfully in the truth for 40 or
more years have been included.

49. What is outlined herein for the
dedication program on Saturday (and
the spemal meeting on Sunday, as dis-

: cussed later) should produce a program
' that will be spiritually upbuilding. A

tour of the facility and association with
the' Bethel family and others can en-
courage visitors to continue doing Jeho-
vah's will. However, there is no need
to arrange for a family night program.
Family night should be scheduled at an-
other time, exclusively for the Bethel
family and any approved guests. Enter-
tainment programs for visitors require
many hours of rehearsal and therefore
should not be approved for presenta-
tion. By keeping the arrangements sim-
ple and on a high spiritual level, such
occasions will be delightful and benefi-
cial for all.

50. Printed Invitations: Some
branches have printed badge cards for
attendees, similar in size to the badge
cards used at regional conventions, This
helps to ensure that only those invited
will be permitted entry. This can also be
done for the special program on Sunday
if seating is limited.

EXH.029.028.0115_R
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51. Food Arrangements: If Saturday
morning is devoted to tours, there
could be a light buffet meal at noon
or light packed lunches for the visitors.
The dedication program could begin
at 1:30 p.m. or 2:00 p.m. A light buf-
fet meal in the evening would be ap-
propriate for the Bethel family, the
construction staff, and any overnight
guests staying at the branch. However,
there should be no elaborate arrange-
ments for feeding everyone who attends
the dedication program. If there are
questions about this, please write to the
Teaching Committee before plans are
finalized.

52. Special Meeting on Sunday: If
practical, a special program may be
held on Sunday at a larger hall or sta-
dium. The program could begin at
9:30 a.m. or 10:00 a.m. The format for
this special meeting may be as follows:
After an introductory song and prayer,
the chairman will extend a warm wel-
come to the audience and make a few
encouraging comments. Then he ‘will

introduce a 30-minute summary ‘of the
Watchtower Study for that week After- '

ward, a 20-minute review. of ‘the dedica-
tion program thatvas “heldion the
preceding day may be presented as a
discussion between two Branch Com-
mittee members. Nex‘t Branch Commit-
tee members,or repre';entatwe'; from
other branches may present four or five
reports aa‘*t_hey;dld the day before. This
segment cou.ld last up to 30 minutes,

dependmg on whether interpretation is

" needed:After another song, announce-

ments can be made along with the read-
_ing of any greetings. Then the visiting
spcaker will give a one-hour service
talk. (If interpreted, this talk may take
90 minutes or more.) The special meet-
ing would end with a closing song and
prayer.

53. Use of Interpreters: It is pre-
ferred that the most qualified brothers
be assigned to interpret talks given by
members of the Governing Body, even
if it is necessary to use younger broth-
ers. A brother’s depth of experience in

EXH.029.028.0116_R

theocratic and organizational matters
does not necessarily make him the fin-
est choice of interpreter. Those assigned
should be able to communicate the em-
phasis, intensity, and emotion of the
speaker into the target language, while
not calling undue attention to them-
selves. Those who are selected for this
privilege should be reminded of the
principles expressed at Romans 12:3
and 1 Corinthians 12:28-31 so that they
maintain a humble disposition while
carrying out this special responsibility.
—See 7:7-8, 70.

Assembly Hall Dedications

. When a new *Asaembly Hall is
buﬂt or an uustlng Afacility has under-
gone extensive repovatlon resulting
in a significant charige of its floor plan
and overall appearance, a dedication
program would be in order. Generally,
there would be only one guest speak-

‘er asmgned to an Assembly [all dedi-

cation. Organization funds may be used
to cover the travel expenses of only
one Branch Committee member and his
wife. Also, only one Branch Committee
member should share in the dedication
program. When the dedication speak-
er is a member of the Governing Body,
the program should be held on a Satur-
day. In this case, one Branch Commit-
tee member may be assigned to pre-
sent a report on the advancement of the
Kingdom work in the country, while fo-
cusi ess of the work in
the area of the Assembly Hall. (See 7:
56.) As described below, an addition-
al special program should be arranged
for Sunday of the same weekend. Dur-
ing that program, the same Branch
Committee member may be assigned
to present a 30-minute summary of the
Watchtower Study for that week or an
additional report on the work in the lo-
cal branch territory. Other Branch Com-
mittee members may atlend both pro-
grams if they wish, but they would not
be assigned a part and their travel ex-
penses should be covered by private
funds. Please note that a visiting Gov-
erning Body member would not nor-
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mally be assigned to visit the branch
and conduct morning worship in con-
junction with the dedication of an As-
sembly Hall unless the facility is very
close to Bethel. Any exceptions would
need to be approved by the Teaching
Committee.

55. The dedication program may be
video streamed, if possible, to the King-
dom Halls of the congregations that will
make use of the Assembly Hall. Tf vid-
eo streaming is not possible, only those
who can be accommodated in the As-
sembly Hall would be invited to Lhe
dedication program on Saturday. (In or-
der to make it possible for more broth-
ers to attend, the visiting Governing
Body member may agree to give his
dedication talk again during a second
program that would be presented later
on Saturday, but this decision is left to
the visiting Governing Body member.)
The Branch Committee determines who
will be invited.—See 7:62.

56. The dedication program need not
be longer than two and a half hours.

A brief history of the progress of the

Kingdom work in the area may be pre-
sented, possibly including an interview
of one or two longtime Witnesses. Ex-
periences and comments by thase be-
ing interviewed should be to the point.
Participants should emphasize, not so
much how the building was construct-
ed, but how Jehovah blessed the work
and the effect the project has had on
the community and on the brothers.
—Acts 14:27.

57. Slide br_video presentations should
be no more than 15 minutes in length.
Just a few of the main construction
phases should be featured. The presen-
tation should be dignified and the con-
tent in good taste, forasmuch as the pro-
gram is an occasion to praise Jehovah
for his blessing on the project.

58. The dedication talk may be up to
one hour in length. If interpreted into
another language, it will be somewhat
longer.

59. The Assembly Hall is to be dedi-
cated only once, by means of a prayer.
When it is practical to schedule a sec-
ond program later in the day or on the
next day, the speaker will explain that
the building was dedicated at the pre-
ceding program.

60. A tour of the Assembly Hall or an
open house may be arranged before the
dedication program. If the program is
scheduled in the afternoon, the open
house could be organized in the morn-
ing. Or, if more convenient, it may be
arranged on the day before or even
one or two weeks prior to the dedica-

tion. If practical, arrangements can be
made to serve light snacks or, refresh-

ments but no alcoholic beverages. Many
brothers have found this to be a fine
time to invite businessmeniand of-
ficials who may have become familiar
with our work and who may have ex-
pressed a desire to see the completed
building; It is appropnatc for an elder to
be asglg:ned; to escort these individuals
and to. make their visit informative and
pleasant. Othér guests may also be giv-

‘ena br;ef tour by one of the attendants.

Such taurs are generally scheduled for
the morning or early afternoon prior to
the dedication program.—See 7:64-65.

61. Program participants should be ex-
emplary, active Jehovah's Witnesses.
There is no provision for government
officials or others to address the audi-
ence on any occasion, just as is the case
at any theocratic meeting. If an official
wishes to make a brief speech or offer
expressions of appreciation at a dedica-
tion program, he may be received hos-
pitably and given audience by a few re-
sponsible brothers in a separate room
before or after the program.

62. Seating: The hall should be filled
for the dedication program, but it may
be necessary to limit the number invit-
ed in order to avoid overcrowding. In
some cases, those invited are limited
to those in special full-time service, el-
ders, ministerial servants, regular pio-
neers, and their families, along with
those who have been baptized for a

EXH.029.028.0117_R
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certain number of years. Invitations are
often extended to those who contribut-
ed much in the way of time, effort, or
materials toward the construction.—See
5.

63. Sunday Program Format: If the
visiting dedication speaker is a Govern-
ing Body member, an additional special
program lasting about two hours (or two
and a half hours if interpretation is re-
quired) should be arranged for Sunday.
Depending on local circumstances and
the practicality of the arrangement, the
special Sunday program could be video
streamed from the Assembly Hall be-
ing dedicated to the Kingdom Halls of
the congregations that will make use of
the new facility. If local circumstances
do not allow video streaming of the spe-
cial program to most of the publishers
in the congregations making use of the
Assembly Hall and the country is one

seldom visited by a member of the Gov- =

erning Body, a larger facility could be
rented for a special Sunday program if
that is practical. The program will'have
the following format: oo, N

-

5 min: Opening song and prayer. !ollnwed
by a few encouraging cqmmenls
by the chairmqn . :_, -

30 min: Watchtowgysmd[ sumngiy [To
be presan}ed by a Branch
Com ember if a report
aboulfih wurlg, in the branch
terrﬂoty will nol b'a included on the

?)rédraml .
20 rnln.. {Oﬂﬁﬁonaﬂ If the Branch Committee
' 4 has a report about the work in

{ & branch territory, it can be
X pr'eaented by the Branch
4 Committee member sharing the
" program. (Another experienced
local brother could be assigned
to handle the Walchlower Study
summary.)

10 min: Song and any needed
announcements.

60 min: Talk by the visiting Governing Body
member. (When interpreted, this
service talk could take 90 minutes
or more.)

5 min: Closing song and prayer.

Dedications of Remote
Translation Offices (RTOs)

64. A dedication program may be or-
ganized in connection with a new re-
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mote translation office (RTO) as long as
the premises are owned by the organi-
zation, Hence, no dedication program
will be arranged when a rental facility is
being used. A visiting Governing Body
member, a Branch Committee member,
or another qualified brother could be
assigned to give the dedication talk in
conjunction with a scheduled trip to the
region, such as a visit to the mission-
aries or the translation team. The pro-
gram may be held at the Kingdom Hall
closest to the RTO and should follow
a format similar to that used for King-
dom Hall dedications. If necessary, the
dedication program r:ou]d be held at a
rented facility near the RTU Appropri-
ate arrangements =shnuld be made for
all in attendancg totour the RTO, pref-
erably prior to the dedication program.
~See 7:60.%,

l('ngdom Hall Dedications

65 The most up-to-date guidelines on
this subject, as provided to all bodies
of elders and circuit overseers, should

“be followed when arranging for these

events. (See 7:60.) Travel expenses for a
Bethel speaker must be covered by the
congregation or by private funds. If it
is not possible to invite a speaker from
Bethel, a circuit overseer or a local elder
should be assigned to deliver the King-
dom Hall dedication talk.

66. Normally, other facilities will not
be tied in for these programs. But if
there are extenuating circumstances
warranting an exception, the Branch
Committee may decide to give approv-
al. For example, when several congre-
gations share in a project, it may not
be possible to include all the publishers
who worked on the building. Hence, it
might be necessary to tie in a neighbor-
ing Kingdom Hall so that all can ben-
efit from the dedication program. The
Teaching Committee should be con-
tacted for approval if the Branch Com-
mittee feels that something more than
what is outlined above will be neces-
sary.
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BRANCH VISITS

67. Special Program: Arrangements
should be made to hold a special pro-
gram at a suitable location for the
brothers living in the branch territory.
Since this is a special event, branch-
es may arrange for an audio or audio/
video tie-in to Assembly Halls even in
other countries under their oversight
so that as many publishers as possi-
ble may hear the program. Please note
that dedication programs for newly ac-
quired or newly built facilities should
not be scheduled during a branch visit.
Normally, all such events are arranged
at a different time. If a Branch Commit-
tee feels that extenuating local circum-
stances would warrant an exception in
this regard, an inquiry including all per-
tinent details may be submitted to the
Teaching Committee.

68. If the cost is nol excessive, the
branch may rent one large facility, such
as a stadium or a sports hall, relative-
ly close to the branch office to accom-
modate a larger crowd. With a rent-
ed facility, if possible and the costs are
not excessive, Kingdom Halls or Assem-

bly Halls in other parts of the branch:

territory may be connected by an au-
dio or audio/video tie-in. The rental of
additional facilities for tie-in: purpos-
es is viewed as an exception based on
extenuating circumstances., The Teach-
ing Committee will decide on-a case-by-
case basis.

69. If the branch territory spans many
time zones, the program may be delay-
streamed or recorded for broadcast-
ing later on the same day or on the
very next day at Assembly Halls and
Kingdom Halls located in other time
zones. This would especially be true if
a Governing Body member is making
a _branch shepherding visit. Any ques-
tions or unusual circumstances related
to the special program should be sent
to the Teaching Committee.

70. The program should include a
30-minute summary of the Watchtower

Study for that week. A 20-minute report
on the progress of the Kingdom work
in the country can be included as well.
The total time for the program would
be approximately three hours, especial-
ly if the headquarters representative’s
talk needs to be interpreted. (See 7.7,
53.) In such instances, the headquar-
ters representative may give a copy of
his talk outline or notes in advance to
the assigned interpreter. This copy is
to be used only for preparation purpos-
es. It should not be used by the inter-
preter during the actual presentation of
the talk. The notes should be returned
to the speaker or destroyed after the
program. Before delivery of the:talk,
the headquarters representative should
meet with the interpreter to cover per-
tinent information. While the headquar-
ters represmtatwe may speak from an
outline, it is best'if the interpreter does
not follow atranslated copy of that out-
line. Rather, ?he fﬁterpreter should lis-
ten cgrefully to the speaker’s delivery
and ‘eonyey an accurate interpretation
toythe aud:ente (be p. 55.) Branches
that may\have more than one language

L group represented at these occasions

should make arrangements to hold the
program in the language of the majori-
ty. At times, if practical, it may also be
possible to arrange for simultancous in-
terpretation into any other language(s)
represented, as long as this would not
serve as a distraction to the rest of the
audience. Generally, with the excep-
tion of the headquarters representa-
tive (who may not know the language
of the land), all speakers should pre-
sent their talks uninterrupted in one
language for the benefit of the majori-
ty present. Since the program would in-
clude the Wafchtower Study summary
and it is a spiritually rich program, the
scheduled public talk and Watchtower
Study for the invited congregations will
be suspended for that week. Therefore,
depending on the itinerary of the head-
quarters representative, it might be ad-
vantageous to schedule this program on
a Sunday if possible. Even if the special
program is scheduled during the week,

EXH.029.028.0119_R
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the publishers can be encouraged to
concentrate on sharing in the field min-
istry on the weekend, since there will
be no meeting.—See 6:194.

BETHEL SPEAKERS

71. Evaluation and Selection of
Bethel Speakers: Pertinent guidelines
for bodies of elders and circuit over-
seers about “Recommending Local El-
ders as Regional Convention Speakers”
and “Regional Convention Speaker Rat-
ings” are posted on MDS. Yearly evalu-
ations received from the circuits for all
brothers recommended as regional con-
vention speakers can be used as a basis
for selecting new Bethel speakers. All
elders serving at Bethel should be rat-
ed even if they have had only limited
exposure on circuit assembly programs.
Those serving in foreign-language con-
gregations should be rated both for
the language of their congregation and
for the primary language of the coun-
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whether a brother should be appointed
as a Bethel speaker, those recommend-
ing Bethel speakers should give serious
consideration to whether he could give
an effective one-hour service talk. Since
a brother’s qualifications for present-
ing a one-hour talk would need to be
much higher than for presenting a nine-
minute convention talk, an individual
might be qualified to serve as a region-
al convention speaker but not as a Beth-
el speaker. As an example, those rec-
ommending Bethel speakers would do
well to ask themselves if they view the
brother in question as qualified to ad-
dress their own congregations for one
hour. Hence, as a general rule, a broth-
er would qualify to be used on a region-
al convention program before he could
serve as a Bethel speaker. Temporary
volunteers serving at Bethel during the
conyention season may be asked to in-
dicate’ the convention they will attend.

- ‘_'Talks may be assigned to them accord-

try. Usually, those appointed as Bethel -

speakers would be ones who were rated"
higher than average in their circuits af‘t’d1

have served at Bethel for sojne years; as
noted in 7:72. Brothers: cal]éd to Beth-
el from the circuit work, howcveg ’inav
be appointed as Béihel spedkers upon
completing Bethd E{.ph‘ants School.

72, An cldLr a(.rvmg as a regular Beth-
el family rl‘lemfwer {BBR) who has been
on a_ re»glqiga! ‘convention program for
two' years will be eligible for consider-
atuﬁ‘l as a Bethel speaker, as long as he
*‘mcets ithe. ,fo'llowmg additional criteria:

"HS speaker rating is B or hlgher,
2) he has served at Bethel for a mini-
“mum of three years, including consecu-
tive periods of temporary service; (3) he
has a reputation worthy of representing
Bethel; and (4) he is able to hold an au-
dience’s attention for one hour. Further-
more, when a brother is first notified
of his appointment as a Bethel speak-
er, it is recommended that about six
months be allowed to pass before his
first assignment so that he may have
time to prepare a suitable one-hour ser-
vice talk. In view of this, when deciding

S

ing to the need and their qualifications.
—See 6:80-81.

. 73. Circuit assembly branch represen-

tatives are selected from among
the better qualified and highest rat-
ed Bethel speakers. In large branches,
those considered for this privilege have
served at Bethel for many years. At
smaller branches, the Branch or Coun-
try committee may need to consider us-
ing brothers who have served for fewer
years, bearing in mind that Bethel rep-
resentatives should nonetheless be ex-
emplary in their conduct and public
speaking.—See 6:82; 7:2; 1 Tim. 4:12.

74. Weekend Speaking Assign-
ments: Congregations near the branch
office may request that approved Beth-
el speakers be assigned to give a ser-
vice talk and public talk. A Speaking
Assignment Desk may be set up in
the Service Department for schedul-
ing these assignments. When an assign-
ment is made, the “Notice to Congre-
gation of Bethel Speaker Assignments”
(S-35) is sent to the congregation and
the “Notice to Bethel Speaker of Assign-
ments” (5-37) is sent to the speaker.
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75. Generally, Bethel speakers would
not receive more than three weekend
speaking assignments per year. Like-
wise, individual congregations will
be officially assigned only three Beth-
el speakers each year. Bethel speakers
may not be requested by name for these
assignments. They may be sent to con-
gregations within 200 miles (320 km)
of Bethel, if that distance is practical.
Whatever the radius from Bethel, the
speaker should be able to travel safely
to and from the assignment with mini-
mal impact on his Bethel work. The
brother (and his wife) should be able
to arrive back at Bethel and get a good
night’s sleep on Sunday evening. If the
Public Meeting is held late on Sunday
and the location is a considerable dis-
tance from Bethel, the speaker may re-
turn early Monday morning without
taking personal time away as long as
he is back at his work assignment after
lunch.

76. Brothers who are regular Beth-
el family members serving at remote
translation offices may be appointed as
Bethel speakers and assigned to visit
congregations within 200 miles of their
location. However, the branch office
may opt to make the travel radius less
than 200 miles if local circumstances
would make it difficult for the brothers
to travel that far in a wcekcnd and still
return in good Ume to cari:y oul their
weekly Bethel routme

77. The 5peaker 5 traVel expenses

should be covered by the local con-
gregation. If that is not possible, the
branch may reimburse the speaker’s
travel expenses, having in mind the
cost of public transportation, the dis-
tances involved, and the current price
of fuel if a personal vehicle is used.
If the speaker’s wife travels with him
and they use public transportation,
he would not submit her fare for re-
imbursement. If the congregation does
not supply meals, the speaker may be
reimbursed for that expense. However,
when a congregation chooses to invite

a particular Bethel speaker for a special
weekend of activity apart from those ar-
ranged by the Speaking Desk, all trav-
el expenses for the speaker (and his
wife) should be covered either with pri-
vate contributions or with congrega-
tion funds as approved by a resolution.
Also, the Bethel speaker (and his wife)
would need to deduct personal time
away from work if their trip to or from
any such private commitments must be
done during Bethel workdays.

78. Bethel speakers are expected to
share with the congregation in field ser-
vice on the weekend of their public
talks, according to local arrangements.

79. Slide shows, PowerPoint, or video
presentations are not approved for use
on Bethel speaking assignments. Satur-
day service talks should be Scriptural
and encouraging discussions, generally
only one hour in length. Such lalks may
be shortened to 30 minutes if they must
be presented after the regular one-hour
Watchtower Study.

80. Only approved Bethel speakers are

“to present service talks to the congre-

gations. As an exception, visiting mis-
sionaries who are qualified may pre-
sent a special service talk but only at the
Kingdom Hall and at a time other than
that scheduled for regular congregation
meetings. For these special presenta-
tions, a missionary could use a few vi-
sual aids, including pictures from the
area where he serves. However, such
pictures should not overshadow the
Scriptural message of his talk. Visiting
missionaries might also give a brief re-
port during a local needs part on the
Service Meeting or after an unabbre-
viated Watchtower Study, if requested.

MORNING WORSHIP
AT BETHEL

81. General Guidelines: Diligence is
essential in preparing information that
is of benefit to the Bethel family. Those
entrusted with this serious assignment
ought to handle it in accord with the

EXH.029.028.0121_R
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principle found at Romans 12:8. The as-
signed chairman should arrive at the
lable approximately ten minutes before
the start of the program so that he can
settle in and get any needed observa-
tions from the sound technicians or oth-
er responsible brothers at Bethel.

82. In most branches, morning wor-
ship begins at 7:00 a.m., with the chair-
man taking no more than a few
seconds to welcome the family. He then
calls on the brother assigned lo offer a
brief opening prayer of one minute or
less. This prayer should include giving
thanks for the breakfast meal to follow.
Thereafter, the daily text is read, and
the chairman calls on each of those as-
signed to offer a one-minute comment.
Although it is appropriate to acknowl-
edge each comment, care should be ex-
ercised not to exalt any one participant
over the others. After the last one on
the panel has commented, the chair-
man takes eight or nine minutes to de-

velop a few Scriptural thoughts for the

encouragement of the family. Quoted
scriptures should be read dj.recﬂ}’ from. .
a hard copy of the Bible or from an elec-
tronic_device rather than fmm printed
notes except when paraphrasmg certain
verses.

83. The chairman should strive to con-
clude his comments by 7:15 a.m. at the
latest. Then, he “calls'on the brother as-
signed 1o read, the printed comments
from Examzmnq the Scriptures Daily.
__Next he invites the family to enjoy their
brt_akfast

84. _;At approximately 7:30 a.m., the
‘chairman makes announcements. Se-
lected greetings may be read once a
week at the discretion of the Branch
or Country committee. Greetings and
table announcements should be ap-
proved by the Bethel Office or by a
member of the Branch Committee.
Next, an assigned brother will read a
scheduled segment from either the Bi-
ble or the Yearbook. On Wednesdays, Bi-
ble highlights are presented. Bible
highlights will be five minutes in dura-
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tion, while department or branch vis-
it reports may be up to ten mmutes in
length

highlights. The chairman should make
announcements regarding memorial
services or judicial action just before
his concluding prayer. He should kind-
ly allow a few seconds for the family to
stand up before saying the concluding
prayer. This format for morning worship
at Bethel should be followed at other
sites outside of Bethel, such as remote
translation offices (RTOs). While this
same general format can be followed
at the various field schools, the broth-
ers should be guided by the instructions
provided in the School for Kingdom Evan-
gelizers Office Guidelines (skeog).

85. Transmissions to Other Sites:
[nasmuch as Morning Worship pro-
grams are deslgncd exclusively for the

.splrlhlal benefit of regular members of
‘the Bethel family and tempaorary vol-

unteers at the branch, such programs
should not be transmitted to outside lo-
cations other than as explained below.
Although local Morning Worship pro-
grams may be held al remote transla-
tion offices (RTOs) as long as sufficient
qualified personnel are on hand, trans-
missions to and from the branch may
be arranged if such would not require a
great expenditure. Where implemented,
such a local arrangement should give all
RTO personnel an opportunity to share
in the program in a way similar to what
is done at the branch. (Approved over-
night guests staying at the branch may
attend morning worship along with the
Bethel family.) Those in special full-time
service working on remote construc-
tion projects, primarily construction
servants (BCS), expatriate construction
servants (BCF), and construction vol-
unteers (BCV), may be tied in Lo the
Bethel Morning Worship program up
to four days each week. Each location
should arrange for at least one local
Morning Worship program each week.
The Branch Committee may determine
how many times a week those on a spe-
cific project will benefit from the Beth-
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el program. If there are also local vol-

unteers working on the same project,
Mpenm&lgdjmmquhgpﬁgmm
re in special full-
time service, If because of time-zone
differences the program will be delay-
strcamed or a recording of the program
is made, prayers should be said locally.
Assembly Hall servants (BAS) are also
etmnedJDJaﬁhunﬂmmgmahlp_urL
Mgwth&
above for construction workers in spe-
cial full-time service. However, BAS are
not to_invite local volunteers to join
them for the program.,

86. Visiting Morning Worship
Chairman: A brother visiting from an-
other branch is not to be invited to
serve as chairman for morning worship
—even if he is used in that capacity at
his home branch—unless he is a mem-
ber of the Governing Body or an ap-
pointed helper to one of the Governing
Body committees and serves as Morn-
ing Worship chairman at world head-
quarters. A headquarters representa-
tive will preside over the program on

the days that he is assigned to visit the'

branch.

87. Additionally, a brother visiting a re-
mote translation office under the over-
sight of his home branch may be asked
to conduct morning worship only if
(1) the branch has assigned him to
make the visit, (2) “he already serves
as Morning Worship chairman at the
branch, and (3) there are very few local
brothers approved toconduct.

88. Recommendations of Morning
Worship Chairmen: These should be
submitted on the most current Recom-
mendations to Teaching Committee form.
This is true for ones who will serve
in_this capacity at the branch or at
an_RTO, The details requested on this
form should guide the Branch Com-
mittee and the Teaching Committee in
evaluating who is qualified for this spe-
cial privilege. Elders may be considered
who have served in an exemplary way
at Bethel for a number of years, who en-

joy the respect of the Bethel family, who
are viewed as solid spiritual men, and
who are good teachers. Brothers serv-
ing as construction servants may be rec-
ommended as well if they are qualified.
In addition, time spent in some form
of special full-time service before com-
ing to Bethel may be taken into account.
Those recommended should be capa-
ble of giving good Scriptural encourage-
ment to the Bethel family.

89. Selection of Other Morning
Worship Participants: Brothers and
sisters who are regular members of_-._thc
family (BBR), as well as those serving

as temporary Bethel family memberS*

(BBT), may be assigned to give a-onc-
minute text comment _upnn _gom_pletmn
of Bethel Entrants’ School or their first
year of Bethel service, whichever comes
first. Construction servants (BCS), expa-
Mmmmmmmﬂﬂ._a_ud
should
be asmgned to glve comments at morn-
ing worship during their stay at the
branch regardless of the length of time
they have been assigned to serve at
Bethel. Full-time commuters (BBL) may
also be assigned as commenters during
morning worship. Part-time commuters
(BBV), on the other hand, may attend
on the days they work at Bethel but
would not usually be approved as com-
menters.

90. If the Branch or Country commit-
tee feels that an exception is warranted
in the case of a potential Morning Wor-
ship commenter, the matter should be
brought to the attention of the Teach-
ing Committee for review. In small-
er branches where commenters are
not specifically assigned in advance,
the Branch Committee can determine
whether part-time commuters may par-
ticipate.—See 7:98.

91. After a sister has given her first
text comment, she has the option of
sending a note to the Bethel Office re-
questing to be exempted from a future
Morning Worship assignment.

EXH.029.028.0123_R
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92. Bethel Family Prayers: At larg-
er branches, noon prayers are generally
assigned to elders who have served at
Bethel for at least one year. After serv-
ing at Bethel and as an elder for five
years, a brother may be assigned to rep-
resent the family in prayer at morning
worship.

93. Readings and Bible Highlights:
Generally, Bethel speakers are used to
read assigned portions of the Bible al
morning worship, present Bible high-
lights, and read at the Bethel Family
Watchtower Study.

94. At times, a Branch Committee may
decide that circumstances warrant us-
ing other qualified elders not yet ap-
pointed as Bethel speakers for these as-
signments.

95. Text and Yearbook Readings:
Ministerial servants who have served
at Bethel for one year and who have
passed the reading evaluation test rnay

be assigned to read the daily text 'agﬂ'
pnnted comment and the Year’baok at

morning worship.

BETHEL FAMILY
WATCHTOWER STU DY

96. The weekly Watchfawer Study is a

customary feature ' of Bethel family life

at all branches. Conductors are usual-

ly circuit: assen_bly branch representa-

tives. In smaller branches, Bethel speak-
ers mav alqo be assigned.

97. General Guidelines: It is especial-
s ly Important for those assigned as Beth-

el family Watchiower Study conductors
to adhere closely to published direc-
tion, and these brothers should be en-
couraged to review such direction peri-
odically. (ks10 2:24-25; w03 9/1 pp. 21-
22) Elders who conduct the Watchtower
Study in their congregations view the
Bethel family Watchtower Study as a
model to follow. The conductor should
prepare thoroughly. He should not in-
troduce additional material from his
own personal research, as it could over-
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shadow what has been published in
the study article. Extensive research
has already been done in producing
the study material, and the points to
be emphasized are those included in
the paragraphs under consideration.
He should not comment excessively. In

2 0 i

b_lanct:d_ covcrage. @f_the_malenal._'th
cpgductor_should_pxepam- well, main-
tainieye contact with the brothers as

thuif_e_r their ¢ conmxcms,_and_wﬁm

onduc-

!,st are to be remin QQLQ_UICMHJIS
ed. Readers for the Bethel fam-

_ily Watchtower Study should be chosen
~ from among appointed Bethel speakers.

98. In larger families, about 20 broth-
ers may be assigned to participate as
commenters. Regular Bethel family
members (BBR), temporary Bethel fam-
ily members (BBT), construction ser-
vants (BCS), and full-time commuters
(BBL) may be used for these assign-
ments. Part-time commuters (BBV) may
attend but would not usually be ap-
proved as commenters. (See the excep-
tion in 7:89-90.) As an additional excep-
tion, believing marriage mates of BBLs
and BBVs may attend the Bethel fami-
ly Watchtower Study and other spiritual
programs typically held on Monday eve-
nings, whether at Bethel or at a remote
translation office. Also, well-behaved
children still residing at home may
join their parent(s) for such programs
if there is adequate space for all such
ones to attend. (This provision does not
include morning worship.) Each week,

those in special full-time service work-
ing on remote construction projects
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(prima:ily BCS, BCF, and BCV) may be
tied in_to the Bethel family Watchtower
SmdyManudmugnaLspmmﬁl_p

working on the project who are nut in

i

invited to this program. If because of
time-zone differences the _program will
be delay-streamed or a recording of the

is made, prayers should be

said locally. Assembly Hall servants
@Aﬁ)ﬁl‘g_l&s_.p.q_m_ttgd to tie in to
the Bethel family Watchtower Study un-
der the same arrangements as outlined

above for construction workers in_spe-
cial full-time service.

SCHOOLS FOR THEOCRATIC
TRAINING

99. Watchtower Bible School of
Gilead: This 20-week course provides
intensive training in Bible study and
theocratic organization. Invitations to
attend this school are issued by the Ser-

vice Committee. The Teaching Commit-

tee is responsible for the curriculum.

100. School for Branch Committee
Members and Their Wives: The Ser-

vice Committee invites qualifying mem-

bers of Branch and Country commit-
tees and their wives to this cight-week
course in accord with currem gmde-
lines. Me&ng_(:ummmm

—

sponsible for the cg;_‘;r_‘tcu]gm '

101. School for Clrcmt Overseers
and Their Wives (SCOTW) Un-
less the Service Cdmmxttee has grant-
ed an exception, 'th.‘.a school 1s not to
be held on branch 'property. If permis-
m_n_waigmgn:m_thc_past_tqhm;uhls
school at the branch and it has not
been verified that this is still accept-
able, the Service Committee should be
informed of the current circumstances
and, if desired, the branch may request
that this arrangement continue. The
Service Committee oversees the sched-
uling of SCOTW worldwide. However,
any questions regarding the curric-
ulum for this four-week course should
be directed to the Teaching Commit-

tee. In the event that an exceplion has
been granted and the school is held at
the branch, arrangements should not
be made for class introductions to the
Bethel family. Instead, a general Morn-
ing Worship table announcement wel-
coming the new class as a whole can be
made to the Bethel family at the begin-
ning of the schooling period. If desired,
a parting announcement could also be
read to the Bethel family on the last day
of class. None of the students should
be assigned to give a report to the Beth-
el family. Additionally, only the brothers
attending the SCOTW on branch prop-
erty should be assigned to give a one-
minute comment at morning worship.

The Iga;hmg_Canuttng:_nespunublﬁ
for the curriculum. .

102. School for Kingdom Evange-
lizers (SKE): All reasonable efforts
should be made to hold the SKE in the
field. Exceptlons have at times been
made, but only when special circum-
stances have warranted them. In such
cases, however, none of the students at-

‘tending this school on branch premis-
.es would be invited to present reports

to the Bethel family or to offer Morn-
ing Worship comments. Any questions
regarding these matters should be ad-
dressed to the Teaching Committee.
Qualified single brothers and sisters
as well as couples between the ages of
23 and 65 who have been married for
at least two years and have been in full-
time service for at least the last two con-
secutive years may apply to attend this
eight-week course. (Ps. 68:11) Any ap-
plicants between the ages of 50 and 65
must be able to provide for themselves
and be in no need of financial or med-
ical assistance from the organization. If
enrolled in this school, they will con-
tinue to serve as regular pioneers wher-
ever they are assigned by the organiza-
tion but will not be invited to become
members of the Worldwide Order of
Special Full-Time Servants.

103. Application forms and related
material may be requested from the

EXH.029.028.0125_R
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congregation secretary. Procedures for
holding this course as well as for ar-
ranging graduations have been outlined
in the School for Kingdom Evangelizers In-
structor Guidelines (skeig) and the School
for Kingdom Evangelizers Office Guidelines
(skeog). While the Service Committee
oversees the scheduling of these classes
worldwide, any questions regarding the
curriculum should be directed to the
Teaching Committee.

104. Graduations: When Kingdom
Halls are not available for holding SKE
graduations, a multipurpose room at an
Assembly Hall may be used as long as
its use does not interfere with any oth-
er scheduled event. If il is believed that
circumstances warrant the use of the
main auditorium of an Assembly Hall
and such use would not interfere with a
scheduled circuit assembly, the Branch
Committee can make the decision with-
out inquiring of the Teaching Commit-
tee. Attendance at these graduahons
should not exceed 350.

A

105. A Bethel representative’ may be
assigned to serve an SKE graduatl,on
only when it is possible to care for his
travel expenses in gne of. thefollow-
ing ways: (1) the, aduatlorr,gccurs on
the same weeken asa circuit assem-
bly served by the, brzmqh representative
and the cireuit covers the travel expens-
es; (2) bmﬁh_ers defray the travel ex-
penses' f‘mz%phvatt funds; (3) the Beth-
el réprescntatwe uses his own funds to
_ggvel: the travel expenses; (4) organiza-
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worship on Saturday from 7:45 a.m. to
8:00 a.m.; yet, it is up to him to decide if
he can accept this responsibility, taking
into account his other assignments that
weekend—especially if he is also the vis-
iting speaker at a circuit assembly (CA-

br).

107. After breakfast and perhaps com-
mencing at 8:30 a.m., the Bethel repre-
sentative might also be able to present
an encouraging talk to the class on a
theme of his choice. Or he may prefer
to give this talk toward the end of the
morning, perhaps aummencing at about
11:40 a.m. If serving a circuit assembly
(CA-br) on Saturday, he would need to
give this discourse uther before or after
his first talk to the circuit. This Scrip-
turally upbulldmg talk may be up to
45 minutes in length.

108.. On Sunday, the Bethel represen-

~tative would ordinarily serve as chair-
‘man for the graduation program, al-
: thaugh there may be times when it

weuld be better to have the A instruc-

for serve as chairman. In either case,

the Bethel representative would present
a 20-minute graduation discourse.

109. School Instructors: The Teach-
ing Committee appoints the instructors
for the SKE, based on recommenda-
tions from Branch Committecs. In or-
der to help local brothers qualify as
instructors, the Branch Committee ap-
points them as observers of the class
instruction. To appoint a new instruc-

tor, the Branch Committee must send

,“' tion funds are used to cover expenses ; -
' its recommendation to the Teaching

i in con]unchon with an official work as-

:.\

: srgnment for the branch, such as visit-
mg a remote translation office or mis-
sionaries near the graduation site.
Where it is not possible to have a Bethel
representative present, one of the regu-
lar class instructors will serve as chair-
man for the program, give the gradua-
tion talk, and hand out the graduation
certificates.

106. In the event that a Bethel repre-
sentative is present for the graduation,
he might be able to conduct morning

‘,_

Committee. All field instructors turning
70 years of age should be (ransferred
to special pioneer service as soon as
reasonably possible without adverse-
ly impacting any previously scheduled
classes. Additional instructors for the
SCOTW would be selected from among
the most qualified instructors of the
SKE. Some who are over 70 years of age
might still be qualified as instructors for
the one-week School for Congregation
Elders (SCE). Hence, if an SCE class is
held near a brother’s special pioncer as-
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signment, he may be assigned to teach
it on occasion.—See 7:123.

110. Bethel Entrants’ School (BES):
The Teaching Committee has prepared
a series of lectures and classroom dis-
cussions designed to give new Beth-
elites a spiritual outlook on their new
form of service while quickly acquaint-
ing them with the Bethel arrangement.
Regular Bethel family members (BBR),
temporary Bethel family members
(BBT), expatriate Bethel family mem-
bers (BBF), visiting members (BBB), full-
time commuters (BBL), or construction
servants (BCS) who are approved to
serve at Bethel for one year or longer
and who have not attended BES in the
past ten years may be enrolled, wheth-
er serving at a Bethel complex or a re-
mote translation office. Moreover, in
cases where a wife would qualify to at-
tend this school at Bethel in accord with
the aforementioned guidelines, her hus-
band would also be automatically en-
rolled. This instruction is to be pre-
sented on 16 Mondays, following the

Bethel family Watchtower Study. Bethel-

ites should commence this school very
soon after their arrival. If there are not
enough new members to form a full
class, instructors may cover the curric-
ulum informally with those on__:han_d,

111. The curriculum may bevadjusted
to fit a less formal setting if the intent of
the material is not compromised. Some
branches find it practical to ask the stu-
dents lo give only one. five-minute pre-
senlation instead of two while covering
sessions 2, 4, 6, 8, and 10 and excluding
the presentation for session 12. The rest
of the reports may be discussed during
the appropriate session. The few partic-
ipants and the instructor could be seat-
ed around a table after the Walchtower
Study. These classes are not to be held
during working hours.

112. Before completing their first year
at Bethel, new members are expected
to read the entire Bible, from Genesis
to Revelation. The branch office should

maintain a record of when each new
member completes his Bible reading.
Bethel family members often express
appreciation for this arrangement.

113. If a Bethelite is getting married to
someone not serving at Bethel and the
couple are approved for regular Bethel
service, both would be enrolled in this
course. They should be informed of
this when they are interviewed for pos-
sible Bethel service. If a marriage takes
place between two regular Bethel fami-
ly members, they would not be enrolled
in the course or be required to complete
the one-year Bible-reading program for
new arrivals. This also applies to regular
Bethelites transferring from one branch
to another.

114. Additional Provisions: New
family members are als5o given a series
of lectures related to Bethel life, work
habits, health, study, dress and groom-
ing, and other topics. Branch Com-
mittees may adjust these lectures as
needt_d

115. Ploneer Service School (PSS):

This school provides training for regu-
lar pioneers and special full-time ser-

~vants. These include regular Bethel fam-

ily members (BBR), expatriate Bethelites
(BBF), temporary Bethel family mem-
bers (BBT), full-time commuters (BBL),
construction servants (BCS), expatriate
construction servants (BCF), and As-
sembly l:La_ll_s_ezmms_(B&S),_&pesmLth
neers, fiel issi
circuit overseers who MMervui as
such for at lLast a year may attend the
i should be
held at central locations, usually King-
dom Halls. Regular pioneers are invited
to attend PSS toward the end of their
first year of pioneering. Multiple invita-
tions may be extended to one who is
in the aforementioned forms of service
as long as he or she has not attended
in at least the last five years and class-
es are not full. There should generally
be 20 to 25 students in a class. How-
ever, in branches with a sizable number
of pioneers, consideration may be given

EXH.029.028.0127_R
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to increasing the class size to as many
as 50 students.

116. The curriculum for this school is
based on the textbook “Fully Accomplish
Your Ministry"-2 Timothy 4:5. (pt14) Ca-
pable instructors, usually circuit over-
seers, will conduct the course. This
course is designed to be covered in six
days. However, if local circumstances
require an adjustment, the Branch Com-
mittee should consult with the Teaching
Committee about the matter.

117. Since some special pioneers and
others attending PSS may have to trav-
el some distance, the school instructors
may need lo organize rooming accom-
modations. It may be that local publish-
ers will be happy to provide temporary
accommodations. Where possible, stu-
dents will not be asked to come from
too great a distance.

118. The branch will care for the travel
and food expenses of special pioneers

and field mlaslonarus attcndmg thu'

to contnbute in some measure The lo=
cal circuit will cover the circuit over-
seer’s expenses. (See S-330 2: 5) The or-
ganization does not wish anyone to be
unduly burdened in ﬁnancmga PSS. In-
structors should inform the branch
office of the l'lt.{.db dt each school loca-
tion. : = )

119 The' Sermce Committee oversees
the prcparation of the annual pioneer
_session that is held in conjunction with
" the circuit assembly (CA-co).

120,,.-.\' School for Congregation El-
““ders (SCE): This one-week school is
for the benefit of appointed elders. Its
curriculum is posted on MDS. Circuit
overseers and Branch Committee mem-
bers are generally not invited to this
school, since they attend either the
School for Circuit Overseers and Their
Wives or the School for Branch Com-
mittee Members and Their Wives. All
other elders serving at Bethel and in
the field should be invited. Bethelites
will be granted time away from work

EXH.029.028.0128_R

so that they may attend. Also, a time
credit may be given to elders serving as
special pioneers equivalent to one quar-
ter of their monthly hour requirement.
Regular pioneers may receive a 20-hour
credit.

121. It is preferred that a student at-
tend the school to which he is assigned.
Exceptions may be made if the Branch
Committee feels that such are warrant-
ed. For example, if a brother requests
permission to attend an SCE being con-
ducted in a different language with-
in the branch tur:tary and the Branch
Committee agrees that his request is
reasonable, the! ‘bm@ﬁgr may ‘be autho-
rized to do so. If a student wishes to at-
lend a sch061 in a\nolher land and there
is a gond reason for this exception, the
two branch offices may work out the
negessary “details. The brother should
be informed that he will be assigned to
one: S@E only and that he will be re-
sponsible to cover all travel expenses in-
vol\fed

"‘1’22. On occasion, someone in spe-

cial full-time service may request per-
mission to attend an SCE in a nearby
country where a class is scheduled in
his dominant/preferred language. Such
may be approved. The branch office
may cover the brother’s travel expens-
es and all entry visa costs. In deter-
mining where the brother will attend
the SCE, the branch office should se-
lect the country with the most econom-
ical round-trip travel fares. If expens-
es would be unusually high, the branch
office should send its recommendation
to the Teaching Committee for consid-
eration. If the brother is married and he
chooses to bring his wife along, the cou-
ple would be responsible for the wife's
travel expenses inasmuch as the hus-
band’s attendance at the SCE is not a
branch work assignment. The sister
would also need to take personal time
away for the extent of the trip.—See 4:
113; 7:125.

123. The Branch Committee selects
the instructors for this school from
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among experienced circuit overseers in
the local territory, preferably those who
serve as SKE instructors, if they are
available.—See 7:109.

124. Kingdom Ministry School
(KMS): The curriculum for this pro-
gram is prepared for appointed elders
and, at times, ministerial servants. It is
presented in the form of lectures, dem-
onstrations, interviews, and class dis-
cussions. Circuit overseers and, at
times, Bethel representatives are as-
signed to conduct this school.

125. Because the Service Committee
schedules these schools, it will answer
any questions about the inviting of stu-
dents. Wherever practical, all elders in
a given area will convene for the school
over a two-day period; when invited,
ministerial servants will meet for one
day. The school may be conducted on a
weekend or for three hours per evening
for five nights. In some cases, midweek
daytime classes may be preferable,
with the course running for two days.
The entire body of elders of a congre-

gation should attend at the same time.
Requests for permission (as an excep-,
tion) to attend elsewhere may be han-

dled in harmony with the guldelme';
given in 7:121-122. The branch office
may schedule school sessions in harmo—
ny with what is best Incally, keeping in
mind that all elders«in:the branch terri-
tory should attend the course in a com-
paratively short t[me spanning perhaps
three to five weeks! The branch should
make arrangements for adequate facili-
ties. Assembly Halls may be used where
practical.

126. The most recent KMS textbook
is entitled “Shepherd the Flock of God”
—1 Peter 5:2. (ks10) Refresher courses
may be offered periodically, using other
suitable material provided by the Teach-
ing Committee. In countries under ban
or serious restrictions, Branch Commit-
tees may supply congregations with at
least one copy of the current textbook
to be kept in a safe place for the local

elders to use and study on their own.
When the circuit overseer visits, he can
help the elders by teaching them from
the material they already have on hand.

127. Theocratic Ministry School: In-
structions on how the school is to be
conducted appear on page one of the
Theocratic Ministry School Schedule
each year. That schedule indicates
which publications are to be used dur-
ing the year. Branches do not have to
request permission from the Teaching
Committee to use alternative source
material for the school if they select

publications available in the local lans

guage. This direction applles to: the
preparation of both the Theocratie Min-
istry School Schedule/(ss) and the Theo-
cratic Ministry Schoel Answer Sheet
(sa). If the cited. reference material for
the Theocratic Mi‘ﬁjsl:ry School Review
is not availablevin a language used in
the local terﬁiory, the branch office may
formulate new questions and answers
based on references that are available in

I_‘.Ehat language, without receiving specif-
*_ic approval from the Teaching Commit-

tee.

128. Literacy Classes: The Branch
Committee should inform congrega-
tions of the provision for learning how
to read and write, and they should
make definite arrangements for assist-
ing those needing help. In multilingual
societies, the best results usually come
from teaching people to read and write
the primary language spoken at home
and in the community where they live.
Classes may be held using the brochure
Apply Yourself to Reading and Writing

129. Different options are available for
organizing literacy classes. Each body of
elders should carefully survey the needs
of any associated with their congrega-
tion and then make arrangements as
needed. Material from the weekly Bible
reading or from a publication such as
My Book of Bible Stories may be used for
these classes.

EXH.029.028.0129_R
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130. Oftentimes, classes are held in
conjunction with the Theocralic Minis-
try School. When this is done, the class
would be held in a separate room in the
Kingdom Hall after the Bible highlights.
The Kingdom Hall could also be used
at other times during the week, as long
as the arrangements would not con-
flict with another congregation’s meet-
ing. Those needing additional help may
be tutored on a personal basis. Keep
in mind, however, that it would be ill-
advised for two individuals of the oppo-
site sex to meet alone unless they are
close relatives.

131. Foreign-Language Classes: For
details regarding this provision, see 6:
76-77.

AUDIO AND VIDEO
PRODUCTION

132. The Teaching Committee over-
sees the work of Audio/Video Services

(AVS) at world headquarters, which in--~

volves the following areas of respanSJ-

bility: o B

i

133. Audio publications mcludc mag—
azines, books, brochures, dramas; dra-
matic Bible readmgs and Cboral and
orchestral music rec;grdmgs The Teach-
ing Committee ‘oversees the recording
and distribution of:audio publications,
whereas therWntmg Committee gives
approval to,translate and record an au-
dlogpubhcatlon because most of these
Fogmms are based on printed publi-

' 4 cahonﬁ“:l‘hm new requests for approv-

als should be addressed to the Writing
\u-g';(.)_‘m_nutl(.‘e

134. The Teaching Committee pre-
pares and produces live-action dramas,
sound-only dramas, and dramatic Bible
readings and will answer any questions
regarding the production of these items.

135. Video publications include
general-release videos, jw.org-posted
videos, and all sign-language publica-
tions. The Writing Committee gives the
initial approval to translate and produce
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a new video publication, whereas the
Teaching Committee cares for both the
content and the production of all
general-release video publications. Be-
cause most sign-language publications
are based on a printed publication, the
content of these videos is the responsi-
bility of the Writing Committee.

136. Audio and Video Equipment
and Facilities: The Teaching Commit-
tee approves the type of equipment and
the design of facilities for producing au-
dio and video publications. This com-
mittee works in coneert with the Pub-
lishing Committee andithe Worldwide
DeSIgn/Construq:tyqn Department re-
garding equipment ?urchases and con-
struction of audio and video studios.

137.. Reglona! Audio/Video Centers
(RAVCs)"Under the Teaching Commit-
lee, A,VS cares for the audio and video

'needs, uf the world field. AVS supervis-

es the work of RAVCs in four branches,
nzimely, Brazil, Japan, Netherlands, and
South Africa. These branches support
the production of audio and video pub-
lications in their region of the world.
While a number of branches have audio
equipment for producing their own ver-
nacular audio publications, an RAVC is
available to assist if technical problems
arise. The RAVC also assists, as need-
ed, in recording and mixing the ver-
nacular audio for general-release videos
and thereafter conveying the necessary
assets Lo AVS for authoring to DVD,
uploading for replication, and posting
on jw.org,.

138. RAVC Support of Sign-Language
Publications: The RAVC supports the
production of the various sign-language
publications in its region. The lev-
el of support varies, depending on
the number of deaf publishers using
the language. Branches with fewer
than 200 deaf publishers and a tem-
porary translation team are consid-
ered entry-level branches and receive
a workstation on loan with minimal
RAVC support. Branches with more
than 200 deaf publishers and one or
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more permanent translation teams are
termed mid-level branches and receive
the full support of the RAVC. Branch-
es approved to produce the study edi-
tion of The Watchtower—On DVD in sign
language are considered advance-level
branches and are thoroughly equipped
and trained to care for their own sign-
language production, though still under
the general direction of the RAVC.

139. Audio and Video on jw.org:
After Web Publishing creates a Web
page for a publication, AVS is responsi-
ble for uploading audio and video pub-
lication files in the various languages.
Unless directed otherwise, the RAVC
will assist entry- and mid-level branches
in preparing the files for this purpose.
Generally, if a language has already
been approved for release of an audio
or video publication on physical media
(CD, DVD, or other), no additional ap-
proval is needed to have these posted
on the Web site.

140. Branch Tour Videos: Branches
desiring to produce an on-site tour vid-
eo for visitors should request approv-
al from the Teaching Committee. These

videos should not describe the history:

of the work in the country but should
show what currently transpires ,at the
branch in support of the preaching
work, A branch tour video should last
ten minutes or less. When submitting a
new proposal, please kéep the following
in mind:

* New audxo or video equipment
should not be purchased for this
purpose. If none is available at the
branch; it mi"iy be possible to use
the equipment and expertise of a
local brother.

¢ Please send the Teaching Commit-
tee a narrative script in English
and a description of the proposed
visuals for review and approval
before recording.

e If prerecorded music will be in-
cluded, Kingdom Melodies are of-
ten used. For any original music
donated for such a project, the

branch should obtain a signed re-
lease from the owner.

RADIO AND TV PROGRAMS

141. Questions concerning such pro-
grams may be sent to the Teaching
Committee.

142. Periodically, all branches receive
an updated listing of approved videos
wilh guidelines on how to use them.

143. Approved programs should be
shown unedited and without interrup-
tion except for station identification. No
edthng of any sort should be done with-
out prior authorization from the Teach-
ing Committee. None of the appmved
programs should be shown for commer-
cial purposes. Permission will be grant-
ed to show our programs only in public
service, educational, or noncommercial
venues. They should not be shown in a
context that could:make it appear that
we endorse any political or interfaith
movement, hospital, or group.

144, The above guidelines should be
provided to the broadcasting station
for compliance every time one of the
approved programs is to be aired. All
branches have been sent a formatted
sample of these guidelines for use as in-
tended.

BROADCASTING
DEPARTMENT

145. The Teaching Committee over-
sees the work of the Broadcasting De-
partment at world headquarters, which
involves the following areas of responsi-
bility: (1) assisting branches with tech-
nical issues involving video streaming
50 as to link various venues to one
originating location and (2) answering
branch questions about convention and
Assembly Hall audio and video sound
equipment. This includes specification
and installation issues.

WHQ TRAVEL DEPARTMENT

146. The Teaching Committee over-
sees Lhe work of the WHQ Travel
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Department, which involves the fol-
lowing areas of responsibility: (1) re-
searching and securing air travel for
headquarters personnel caring for their
organizational assignments, (2) re-
searching and securing air travel for
those in foreign service who are eligible

EXH.029.028.0132_R

to be funded to a convention of their

choice, (3) overseeing the collection and

points and other headquarters trav-
el activities, and (4) reviewing conven:
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CHART 7.1

General Scope of Operation

Assemblies Conventions Meetings Schools Audio/Video

Prepares circuit assembly | Prepares oullines, Gives direclion conceming | Watchtower Bible School of | Audio programs
outlines and programs manuscripts, dramas, and | Congregation meeting Gilead
chalrman's Infroductions for | Programs and procedures P Yo General-release videos
i anti ol for Branc
NI con e e Sibic Sy | Commitiee Membersand | Audio/Video Services (AVS)
Organizes intemaltional and Their Wives "
special conventions Prepares outlines for regular : JW Broadcasting
public talks, special talks, School for Circuit Overseers ’ i
Appraves Convention and public taks by circuit | and Their Wives Regional Audio/Video
Organization Guidelines | overseers , Centers (RAVCs) in Brazil,
(CO-1) and the yearly News ’ School !‘or Kingdom | Japan, Netherlands, and
Senvice Kit Oversees branch Evangelizers South Africa
dedications worldwide
= | oints instructors for Recordings in branches
News Senvice for circuit and regional events Oversees Assembly Hall ﬁ’;‘chwb fisted above -
dedicalions worldwide 4 i
worldwide Radio and television
Oversees dedications of b : programs
rur:%t%ansiahon offices | Bethel Entrants’ School Beded 7
Researches and secures air travel for those caring waorldwide " .
for WHQ assignments and for those in foreign senice Piovides quidelines T Pioneer Senvice School " g
ligible to attend international conventions i el o i Assigls branches with
= Kingdom Hall dedications | School for Gongregation 2 b
) ol Elders lechnical issues invalving
Oversees the collection and management of accrued Provides guidelines for video sireaming and
hotel revard points special meetings held in Kingdom Ministry School audio/video equipment at
connection with branch : assembly and convention
Reviews convention venue renlal expenses andassists | visits Theocratic Ministry School. | venues

with hotel negotialions and usage

Oversees Bethel speaker Reracyclasses
armangement worldwide & o

Theocratic Schools

Provides guidelines for Depertment

Bethel morning worship

Appaoints all Moming
Worship chairmen
warldwide

Prepares Bible reading
schedule for the Bethel
family worldwide -

Prepares schedule for the
Memorial Bible reading

Gives direclion conceming
Bethel family Walchtower
Sludy

Nppraves Monday night
Bethel lectures

Oversees Gilead graduation
programs, including the
selection of speakers and
songs

Assists in the organization
of the annual meeling
programs, selecting
appropriate songs

Answers queries from translators concerning all of the above, often responding by means of WTS

Corresponds with branches concerning all of the above

" Interaction with other committees and departments

AVS proofreads and posls
translation and production
packages to MDS

AVS transfers video files by
posting these to AVMD

Wiiting Committee Writing Commiltee Writing Commilttee Writing Committee oversees
proofreads materials and | proofreads materials and proofreads materials and content of signdanguage
posts to MDS posisto MDS posts to MDS publications
Senvice Committee is Service Committee Senice Commitiee
responsible for the yearly oversees Our Kingdom imvtes Gilead and branch
meeting with regular and Ministry school sludents and
special pioneers held in determines assignments of
conjunclion with cireuil Gilead graduates. It
assemblies (S-312) provides branches with
guidelines for organizing
and scheduling other

schools locally
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CHAPTER 8

WRITING COMMITTEE

Web Publishing

1. The Web Publishing Department
maintains the organization’s Web sites.
(See 3:89.) It works with departments at
world headquarters and in the branch-
es to develop Web content in many lan-
guages. This material includes answers
to questions raised about the Bible by
the public, information about our head-
quarters and branches, and news re-
leases about events involving Jehovah's
Witnesses. Selected publications can be
read online or downloaded in various
digital, audio, and video formats.

Writing Archives

2. The Writing Committee oversees
Writing Archives, which is responsible
for gathering, cataloging, and preserving
material related to our theocratic histo-

ry. Archival records and artifacts come:

from branches, congregations, individ-

uals, and secular institutions. The" Ar-%

chives collection includes publ,;catmns,
clippings, documents, phntngraphs au-
diovisual recordings, and other,items. of
historical value. Detailed life hlsloncq
of longtime servants of jehqvah are also
kept on file. Over tlrne, sucifl material is
being digitized in'order to provide elec-
tronic access and ‘avoid damage to the
ongmal items. Archival research is used
in preparing matenal for publication,
display, and: other educational purposes.

3. Many brancheb have assembled sim-
ilar items during the preparation of Year-
book accounts and for other projects.
The Writing Committee is interested in
the preservation of such material, either
at individual branches or at world head-
quarters. Consideration should be giv-
en to the proper organization and stor-
age of such items, thus increasing their
potential value for future research and
publication.

Writing Articles for
The Watchtower and
Awake!

WRITING DESKS

4. The Governing Body has approved
the setting up of Writing Desks 1n a
number of branch offices. This.arrange-
ment has these objectives: (1), publish
articles that reflect an liljtglcrs‘.taﬁding
of local cultures found in various parts
of the earth, (2) distribute the writing
workload, and (3) find additional indi-
viduals who are qualified to write.

5. All Wntmg Desks come under the

oversight of iv 3
Thus th_e branch can decide whether
nal staff is needed to_handle re-
ﬁelithm_dﬂdmh_Smpnldeucuule
and our published material. However,
Branch Committees need to obtain ap-
proval from the Writing Committee be-
fore adding permanent writers whose
main work is to handle writing assign-
ments for our publications.

6. The Writing Desk overseer is to sup-
ply copy to the Writing Department ac-
cording to the schedule and instructions
received from the Assignment Desk at
world headquarters. If the Writing Desk
overseer contacts other branches to re-
quest information not available locally,
copies of such correspondence should
be sent to the Assignment Desk in the
7. Those privileged to write articles
should have writing ability and must
be baptized, spiritually mature, and
in good standing. They should be bal-
anced, exemplary, modest, and not in-
clined to talk freely about their writing
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activity. In most cases, writers should
be elders. (Qualified sisters may be
used to write certain articles, especially
on subjects of interest to women. How-
ever, they should not be used to pre-
pare material on cover subjects or arti-
cles that are expositions of Scripture.)
Anyone assigned to write an article for
The Watchtower or Awake! should be giv-
en a copy of the memorandum “Writing
for Our Journals.” Although it is not re-
quired that the writer read the English
Standards Manual, he might find it ben-
eficial to become familiar with some of
its content. The brother in the branch
who is responsible for sending in arti-
cles should be well-acquainted with it
and should apply its standards to copy
that is submitted to the Writing Depart-
ment.

PREPARING MATERIAL

8. All writers should be conscious of'

the target audience for each of our pur-
nals: .
e 'J:"’
Awake! F '-;._
Readers of Awake! typjcafly have ll e
or no knowledge of the Bible. They may
know nothing abofit Christian" teach-
ings, they may bﬁ%omewhal distrustful
of religion, or {’ﬁgy may be unaware that
the Bible as. raﬁ'hcal value. A primary
objective of / waﬁ’éfrls:to convince its au-

dience'tha exists. This journal also

to hel the reader to build faith in

the ible and to understand that Jeho-

. “Vah's me"¢SLs are different from other
n.{ rchg:gua groups.

Y Atake! articles may deal with such

subjects as animals, plants, customs, ge-
ography, history, religion, science, natu-
ral history, and occupations. Since the
articles will be read by people of many
cultures, the subjects and titles should
have broad appeal. The articles do not
have to be about the country where the
writer is located, although they may con-
tain material reflecting the relationship
of that land to the subject. This can be
accomplished by doing research in

-
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books and periodicals published in that
country and by mentioning places and
customs peculiar to it if doing so is ap-
propriate.

The Watchtower—Public Edition

This journal focuses more on spiritual
matters because its target audience may
have a measure of respect for God and
for the Bible. They have some knowl-
edge of the Bible but do not accurate-
ly understand its teachings. Many read-
ers of the public edition are not familiar
with Witness terms and concepts. If
such are used in amclt‘:-»4 Lhcy bhould be
explained.

- T

The Watd:tower:—Study Edition

This gﬂ:tmn is. written primarily for Je-
hovah’s Witnesses as well as for those
who attend our meetings, are famil-
iar with the Scnpturcs and understand
fW‘lmesé terms and concepts.

9 “Preview outlines are usually submit-
ted for approval before articles are writ-

_1fén A template is used for submitting a

preview outline. In a branch that has a
Writing Desk, the overseer of the desk
is expected to work closely with the
Writing Department at world headquar-
ters and should be convinced that an
outline is satisfactory before submitting
it. [See Sample 8.1.] When a writing as-
signment is made, the length of the arti-
cle is specified. Suggestions may also be
made as to what the article may include.
The writer may make limited changes in
the outline as he works on the article.
Preview outlines should be sent to the
Assignment Desk with a covering mem-
orandum.

10. Time to do the work of writing
varies. Those not in full-time service can
do their writing in the time they have
available. The Writing Desk overseer
and anyone who may be working with
him full-time are expected to do such
work during working hours. Other Beth-
el family members assigned to write ar-
ticles may be asked whether they can do
so on their own time or will need to use
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some work time. Evenings or weekends
may be used for this work, but no one
should be discouraged from asking per-
mission to use some work time for such
an important assignment. The Branch
Committee can grant a missionary, a
special pioneer, or a regular pioneer a
time allowance for writing. Some writ-
ing assignments may not require much
time, whereas more time may be need-
ed for others. It is best for a missionary
or a special pioneer to care for a writ-
ing assignment within a single calendar
month.

11. Field experiences and life stories
submitted for our magazines often re-
flect the circumstances, attitudes, and
customs of people living in the coun-
try where the material originated. Be
sure that a worthwhile point is made by
the experience or life story. Regarding
the qualifications of those fealured in
life stories, see the memorandum “Writ-
ing for Our Journals.”

12. Other articles may be suggested
that would benefit our readers. Even
if there is no one in the branch terri-
tory in a position to write articles, the
Writing Department is glad to receive
suggested topics or questions that can
be handled in Scriptural or other.\arh-
cles. Remain alert to what is happening
in the branch territory. When an event
occurs that would be:of mterest to our
readers (for example if a natural disas-
ter strikes), qulckly send the Wntmg
Department at-least a report and copies
of news chppmgs (with a good English
tranblatlon if needed). At such times,
the Assignment Desk may assign a writ-
er to submit a completed article through
the Writing Desk and/or Branch Com-
mittee. Act quickly when a newsworthy
event occurs, as we may want to pub-
lish the article as soon as possible. Of
course, copy submitted under these cir-
cumstances should be well-written and
ready for publication. Articles based
on personal experiences and interviews
have human interest that cannot be con-
veyed by an article based only on other

news sources. Be careful when covering
political events, since we are neutral and
must avoid taking sides.

13. Send noteworthy news clippings to
the Writing Department. By observing
the material appearing in shorter arti-
cles and in the feature “Watching the
World,” determine what kinds of clip-
pings are likely to be useful. Items and
quotations from periodicals and books
originating in the local branch territory
should be accompanied by the full name
of the author, the publication, and the
publisher as well as the place of origin,
the date, and the page number(s) in-
volved. Indicate the specific article, and
put a mark in the margin next to state-
ments of particular interest. Send the
entire clipping to the Writing Depart-
ment along with a good English trans-
lation of any foreign-language material.
Direct such correspondence to the Writ-
ing Department, Clippings Desk.

DOCUMENTING ARTICLES

14. ThmughnuL an article, place refer-
ence numbers in brackets after quota-
tions and facts requiring documenta-
tion. Attach separate reference pages

'Iisﬁng the sources after the correspond-

ing numbers. [See Sample 8.2.] This in-
formation is useful in many ways, and
having it may even determine whether
an article is published. For details,
see the memorandum “Writing for Our
Journals.” With articles containing
quotations from newspapers, maga-
zines, books, or sources other than the
New World Translation, send photocop-
ies, with English translations if needed.
Keep the originals for translation work
or other use. If a certain quotation ap-
peared previously in our literature, state
where it was used. An article must be
accurate in every detail, and that re-
sponsibility rests chiefly with the writ-
er. Use only writers who do dependable
research and carefully present the facts.
When the Branch Committee coordina-
tor or the Writing Desk overseer reads
the article and sees something that
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raises a question, that point should be
checked with the writer or looked up to
make sure it is correct. If it is wrong, de-
lete it or make a correction. Clarify am-
biguous statements.

SUBMITTING ARTICLES

15. Before submitting an article to the
Writing Department, the Writing Desk
overseer should read the article very
carefully and appraise it in the light of
what is said in the memorandum “Writ-
ing for Our Journals.” The article should
be worthy of publication. Also have in
mind the possible effect of the article
on people living in the local territory.
Sometimes it is best not to say certain
things, even though they are true. Do
not submit material for publication that
might cause difficulty for our brothers
locally or elsewhere. Many things can be
written that will not hurt our work and
may even engender goodwill. The truth
should be presented, of course, but in a
tactful way.

16. An occasional article of local inter-
est may be prepared for use in certam
language editions of Awake! TE such an
article is written, mclude nothtng that
could put Jehovah's people in a'bad light
or cause us legal orother problems lo-
cally or elsewhere. The article must have
Branch Committee and Writing Com-
mittee;approval before it is scheduled
for a magazine. Therefore, send it (with
a good English translation) to the Writ-
“ing Committee for approval. Completed
articles must be submitted through the
Branch Committee coordinator.

17. If possible, send photographs with
an article, as these help the Art De-
partment to prepare good illustrations.
Photographs should be accompanied by
signed releases, as explained in “Writ-

ing for Our Journals.” If you learn that

a_model in a photograph that you sup-
plied has become disqualified, please
follow the guidelines provided in the
letter dated HWC:HWG November 12,

2014, No. C-33346W.
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18. Articles and related materials
should be submitted electronically
via the Materials Distribution System
(MDS) by accessing “Transfers” under
the “Writing Transfer” section. Detailed
submission guidelines are available on
MDS. If electronic submission via MDS
is not possible, articles and related ma-
terials may be submitted with a cover-
ing numbered letter via branch mail.

19. Every article sent to the Writing
Department must be dated and must
bear the names of the branch and the
writer and the name or signature of the
Branch Committee coordinator and the
Writing Desk overseer. These signatures
or names indicate that the article is ap-
proved for publication,

Trgnslﬁtipn
Responsibilities

OVERVIEW

20. While the Writing Committee over-

‘sees the translation of our publications

worldwide, the Branch Committee over-
sees the translation work that has been
assigned to its branch.

Note: Bracketed references can be found
at the end of this chapter. [See List 8.1.]

DECIDING WHAT TO
TRANSLATE

21. In addition to publications that
will be printed, the Branch Committee

supervises the production of audio and
video material and publications for the
deaf and the blind. They also coordinate
the translation of materials for our Web
site.

Languages That Have Literature

22, Before making recommendations
to the Writing Committee:

a. Consult the Priority List issued
annually. Written languages
and sign languages have sepa-
rate Priority Lists. [1]
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b. The Writing Committee regu-
larly informs all branches of
new publications under devel-
opment, provides contents list-
ings, and explains the purpose
of each publication.

c. The Branch Committee decides
whether a new publication
should be translated into a lan-
guage. The committee consults
with the respective language
overseers to determine wheth-
er the translation team would
be able to translate addition-
al publications. Dated publica-
tions and seasonal work (Year-
book, Examining the Scriptures,
Research Guide, publications In-
dex, assembly and convention
outlines, and drama scripts)
take precedence over new pub-
lications.

23. The Translation Department trans-
lates only publications used for field
service, meetings, assemblies, and con-
ventions. Materials needed by Legal,
Construction, Maintenance, Hospital In-
formation Services, Correspondence,

and the Service Department are trans-

lated by individuals in those depart—
ments or by commuters.

24. These workers who are not part of
the Translation Department may have
access to the section of the Watchtower
Translation System (WTS) that deals
with general translation, and they are
welcome to attend weekly team meet-
ings of the Translation Department to
stay up- lo-date with the latest tech-
niques and guldelmcu of translation. [2]

Starting Translation Into a New
Language
25. The Branch Committee regularly
reviews the spiritual needs of every lan-
guage group under its care. The Ser-
vice Department initiates the request to
provide publications in a language into
which we have not previously translat-
ed. The following information should be

provided to the Branch Committee for
its consideration:

e Are publications needed although
meetings are not regularly held in
a language?

e Even though a group may use
publications and/or attend meet-
ings in another language, do the
publishers find il difficult to par-
ticipate in the meelings?

e [s there a language field that we
do not reach because there are
few, if any, publications in that
language?

26. If we arrange meetings, assem-

blies, and conventions in a language‘

and there is a large enough publlsher
base, we are committed to pmv:d.mg a
steady supply of pubkcatluns ‘namely,
The Watchtower, Our Kingdom Mimstry, a
songbook, public talk outlines, and
study material for thc meetings. [See
Chart 81.]

27. When the Branch Committee de-
cides that a language group needs pub-

) hcahons the Service Department takes

the lead in investigating what publica-
tions are needed.—See 7:40.

Procedure to investigate needs:

a. Download the latest ver-
sion of New Language Trans-
Mmﬂmmm
Publication Proces
umentation (I_’E)Lte,u_ndt_r
Translation>Translation and
Language Overseers>General.
Gather and review available in-
formation about the language
and those who use it. Consult
circuit overseers, pioneers, and
publishers.

b. Present findings to the Branch
Committee.

c. If the Branch Committee
agrees to provide some litera-
ture, make sure that you have
potential candidates who could
qualify to be trained for trans-
lation work.

EXH.029.028.0139_R
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d. The candidates should (1) be

baptized, (2) know the target
language very well—it should
preferably be their mother
tongue—and (3) be available for
some weeks to receive training
and to translate their first pub-
lications. You may invite pub-
thﬁI&_Qf__éI.)ﬂBg_biC_gﬂm_dL

as candidates for training

(male, female, older, younger,
well-educated, having basic ed-

ation, si ried, and
so forth),

Procedure to start translation:
e. Request permission from the

f.

Writing Committee to trans-
late some publications, and in-
clude the completed New Lan-
guage Translation Request form
in the correspondence. Speci-
fy the format(s) being recom-
mended for the publications .
(audio, print, video, Web). F

Once permission is granted, at-

range for training to be given

where the lranslatora@re locat-
ed so that they du poh.m:ed tq
travel far.
is_practical to" tI_lIl nifzm_than
ﬂuj_g_mdfﬁgts “in_order to
have a larger Deol of transla-

g P;uvndexegulpment and accom-

mndaﬁor@r for the trainer. The

i trainer teaches the candidates
ba\sxc translation techniques
and works closely with them
5aithc¥ translate the first publi-
cations.

h. The translated publications are

reviewed by a panel of native
speakers to ensure natural lan-
guage.—See 8:49¢.

The translation is corrected
and proofread, and the project
team gives the translated pub-
lications a final check.

The publications are composed
at the branch or by the train-
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er. ﬁudlg recordings are made

n d iate

readers are available.

k. When the project is completed,
the temporary translators re-
turn to their previous assign-
ments.

. The Service Department in-
forms the congregations that
p_u_hlmamm:_m available
in a new language, provides
guidelines on how to use the

i , assigns pioneers
and publishers;to the territo-
ry where the language is spo-
ken, monitors,the response
from the field.and, after a few
months;. proiudeb a report to
the Branch Committee.

,t_n When the Branch Committec
:equebl‘b additional publica-

. tions in a new language, the re-

qucst should be accompanied
. by a report of (1) how many
 copies of each publication in
that language are left in stock,
(2) how many Bible studies are
being conducted in that lan-
guage, and (3) if congregation
meetings are held in that lan-
guage.—See 7:40.
28. When giving permission to begin
translation, the Writing Committee pro-
vides specific direction on how to train
the prospective candidates. The publica-
tion is printed at the printing branch. In
exceptional cases, it may be printed lo-
cally, with approval from the Publishing
Committee. Audio publications are usu-
ally recorded locally.

29. Sign-Language Translation:
When starting translation in a sign lan-
guage, the same procedure is followed
as with spoken languages. The Writing
Committee provides a separate Priori-
ty List for sign languages and arranges
specialized training when permission is
given for the first publication in a sign
language. If needed, additional training
may be requested. [3]
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Special Publications

30. Bible: The New World Translation is
high on the Priority List, and translating
it involves years of work. Branch Com-
mittees need to ensure that they have
enough qualified translators to translate
the Bible and at the same time keep up
with the other approved publications. In
some cases, however, it may be neces-
sary to change a nonstudy magazine to
a less frequent edition or to delay the re-
lease of other publications in order to
complete Bible translation first. For ex-
ample, a monthly edition of the public
Watchtower or Awake! could become a
bimonthly or a quarterly edition. When
the Writing Committee gives permission
to translate the Bible, it arranges initial
and periodic training for the Bible trans-
lators by Writing Committee represen-
tatives. Branch Committees may ask for
additional training when needed. A Bi-
ble translation team is composed of a
minimum of one project team, a secre-
tary, and an elder to serve as the transla-
tion coordinator. The Branch Committee
usually recommends the most qualified
translators for Bible translation, includ-

ing brothers and sisters. It is permrss:b?é_ _

to use younger translators if they have
special abilities. [4] ;

31. Nonstandard Magazme Edi-
tions: If a nonstandard edition of The
Watchtower or Awake’ (combmanon, bi-
monthly, or quarterly edition) is pro-
duced, the Branch, Committee approves
suitable articles that haye been selected
from a number of issues. |5]

32. Braille Publications: Braille pub-
lications can be transcribed using WTS.
A large field of blind people is not re-
quired in order to justify making Braille
publications in any language in which
we have printed publications.

33. A branch desiring to transcribe
publications into Braille should first re-
quest approval from the Writing Com-
mittee. The approval will be followed up
with direction on how to proceed.

» While there is no Priority List for
Braille publications, it is best to
begin with a small nondated item,
such as a tract or a brochure.

e Publications that can be tran-
scribed into Braille generally in-
clude tracts, invitations, bro-
chures, books, the New World
Translation, The Watchtower,
Awake!, and Our Kingdom Ministry.

® Specialized publications can also
be transcribed, such as public talk
outlines, invitations, programs,
the Pioneer textbook, and the Shep-
herding textbook.

e On request, electronic text may
be provided for blind and visu-
ally impaired readers who use
Braille notetakers or computers
with screen readers. These files
can be posted on jw.org in note-
taker (BRL)-format and RTF for-
mat. [6]

34. Simplified Editions [7]

35. Songbook [8]
'36. Multimedia Publications [9]

DEPARTMENT
ORGANIZATION

37. Each language overseer assigns in-
dividuals to specific project teams.

38. Translation Capacity: The work-
load must be scheduled in such a way
that team members do not have to work
overtime for months on end. The Branch
Committee carefully monitors the work-
load of the translators to make sure that
they are not burdened with unreason-
able schedules.

39. The Branch Committee requests
permission for each new publication be-
fore translation work can begin. When
requesting permission to translate a dat-
ed journal, specify which edition will
be produced. When permission is grant-
ed, obtain the source text of the publica-
tion from MDS. The master copy of the

EXH.029.028.0141_R
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English Final mailing contains all correc-
tions and approved updates.

40. Schedules: Local schedules for
translating new and dated publications
are based on the schedules for English
publications provided by the Writing
Department. For most publications, the
Writing Department sends two different
mailings:

(1) Early mailing: This contains
early text to start translation
and a preliminary PDF of the
composed pages. At this point
the text and artwork are sub-
ject to change. Neverthe-
less, translators should start
working on these publica-
tions as soon as possible af-
ter this mailing is received.
The compositors prepare the
early composition pages for an
audible reading check and a
mechanical check of the trans-
lation. 3

(2) Final mailing: This mailing
contains the finalizedstext _
and artwork. The project team
compares the final.adjust-
ments of the English tc&b with
its translation'to cheokwheth—
er any changes W11] affect the
translated. texE.?

41. Correchon nohges “should be han-
dled according to the guidelines provid-
ed by the \Anﬁng Committee. [10]

42, ITl“ﬂIISlaY!Ol‘l errors in publications
“that have alréady been published in any
format may be corrected with the ap-
 proval of the Branch Committee. The
:mmhng_diitﬂ_(z__thg_puhhﬁhﬂs_pagﬁ

should be updated. Complete retrans-

lations requiring new copyright dates,
corrections of smnusﬂanslalmu_ermzs

) _copies in_stock,
and .t;@._rr.c;c.t:igns- to videos already pro-
duced need to be approved by the Writ-
ing Committee. [11]

Local Adjustments (Text and Art)

43. The Branch Committee recom-
mends replacement material if the ma-
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terial in the English could cause prob-
lems in the local field. The Writing
Committee will review recommenda-
tions for replacement text.

44. The Branch Committee may give
local approval for adjustments in the fol-
lowing matters:

e Replace illustrations or examples
in the text that may be inappro-
priate for the local field.

e Replace references to our publica-
tions that are not available in the
target language.

e Replace Scripture citations if the
cited scriptures in the vernacular
language da. ot support the point
being made n Enghsh Replacing

“read” scnptures requires approv-

-l via the Translator Help Desk

unlc:ss_thg change involves simply
mgtmmxgel [12]

45. Wheu_asi}umgjhe_text_m_adaput

to_ﬂgihcﬂ_ﬁdm must be exercised
that facts are not distorted.

l?
" 46. In rare instances, artwork may be

unacceptable for some cultures. The
Writing Committee will provide alter-
nate artwork only if an image would en-
danger the safety of the brothers. [13]

Translation Questions
47. The Writing Committee handles

the bulk of the translation questions.
These are submitted using WTS. They
are sent directly via e-mail by the lan-
guage overseer to the Translator Help
Desk Inbox.

48. Before sending a translation ques-
tion to the Translator Help Desk, the
project team first checks to see whether
the question has already been submitted
by another team. The language overseer
reviews the question for clarity and com-
pleteness.

a. During the translation process,
editorial, cultural, legal, organi-
zational, linguistic, procedural,
and other questions need to be
resolved.
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b. It is important that questions
are submitted using WTS. This
program packages the ques-
tions in the proper format so
that they can be registered in
the central database for ef-
ficient handling.

c. The Translator Help Desk
sends answers to all transla-
tion teams in daily hyperlink
packages.

d. Answers for one language may
be applied to another language
that has the same question.
Project teams do not need to
ask permission to apply such
answers. [14]

e. Questions should be submit-
ted as early in the translation
process as possible to avoid de-
lays. All queries must be re-
solved prior to final composi-
tion.

f. Teams should not be discour-
aged or hindered from sending
questions.

Ensuring High-Quality Publication_s

49. The goal of the Governing Bndy is
that all our publications be accurate,
easy to read, and clearly understond by
common people. : -

a. The language roverseer makes
sure that each prolect team has
the necessary trauung, experi-
ence, ‘and maturity to produce
a nat‘ural aqquratc translation.

b. Each translation team should
actively seek feedback from
the audience for whom they
translate.

c. Publications to be used exten-
sively in the field should be re-
viewed by a small group of
selected publishers who are
representative of the field and
of an age appropriate to the
publication. The members of
the review panel should prefer-

ably use the target language as
their first language.—See 8:27h.
(5]

d. Tt is necessary that project
teams keep in touch with how
people in the field use their
language.

e. Personal preferences are not
to be imposed on the project
team. The language overseer
has the responsibility lo ensure
that all project teams produce
translations that are appealing
and at the same time in har-
mony with the way the lan-
guage is generally used.

f. Project teams must take care
not to use out-of-date expres-
sions that are'ngt understood
by the majority of the readers.

50. Branch Committees rarely need to
override the translation decisions of
teams that have been carefully selected
and thoroughly trained.

Workflow

51. All procedures for translation,
checking, proofreading, composition,
and mechanical checking should be per-
formed as directed in Translation Work-
flow and Composition and Mechanical
Checking Warkflow. All in _the depart-
ment should be familiar with the latest
version of these documents, which are

posted on PPD.

52. The language overseer ensures that
every publication is clean and press-
ready before it 1s mailed to the file main-
tenance branch. He does this by mak-
ing sure that all the necessary steps in
the workflow are properly followed and
that all involved in the process are thor-
oughly trained. Once the text leaves
the translators for final composition,
it should not be recalled for translation
adjustments, except for changes need-
ed because of correction notices. The
goal is to send to the printing branch
press-ready materials that can be print-
ed without further correction.

EXH.029.028.0143_R
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53. Printing branches do not proofread
or perform mechanical checks on pub-
lications they print for other branches.
The printing branch may make neces-
sary adjustments to the publishers’ page
to meet local legal requirements.

Office Equipment

54. Translators need a quiet office en-
vironment. Project teams should have
sufficient office space to work without
disturbing others. Everyone in the de-
partment should have:

e A suilable desk and comfortable
chair

® Adequate lighting
e Good ventilation

e A computer as specified by the
Computer Department at world
headquarters

® Access to the research library for -

translators, which should be up-
dated regularly

55. Reference Materials: All transla—l

tors should have ready access to refer:
ence works that are {requen,tly necdc
The following is a partial list:

® Standard vernacular Blble(s)

e The latest electronlc Engllsh dic-
tionaries

® An up-to-date Lngl:sh-vernacular
dmjmnary

. Targel—language grammar books
and dJchonarms

iy 'I'he.,rewsed English New World

Translation (2013 Edition)

Watchtower Research (English, plus

vernacular library synchronized)

.
.-.‘

e A dictionary of English idioms
e The team dictionary [16]
e Where possible, translators

should have Internet access on
their computer. [17]

56. All members of the department
should have full access to guidelines,
translation training material, and corre-
spondence that apply to their work. To
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this end, make sure that the members
of the department are added to the role

groups_that correspond to their assign-
ments so as to have access to PPD.

57. Standards Manual: All languages
should endeavor to compile a Standards
Manual for the target language that sets
out grammar rules and style guidelines.
It will differ from the English Standards
Manual, [18]

58. Confidentiality: Translators must
keep confidential what is being translat-
ed and who works on each publication,
The following materials are confidential
and are strictly for the use of ‘the Trans-
lation Departmef‘lt y

e Publications belng translated
© Correctlon notices
. Translatur comments

s ]_._‘{anslator Help Desk questions
.and answers

® Research information

® Training materials

'59. The above items are not for person-

al use and should not be distributed out-
side of the department. Every precau-
tion should be taken to make sure that
confidential material, either on paper or
by electronic means, is not divulged to
and cannot be accessed by anyone who
is not authorized. Failure to comply with
these guidelines could lead to the termi-
nation of one’s Bethel service.

60. All members of the Translation
Department, including temporary vol-
unteers, must sign the Walchtower In-
formation Resources Confidentiality Affir-
mation_Statement and Acknowledgement of
Use of Work Software before they start to
work in the department.

TRANSLATION
ORGANIZATION

61. The following functions are neces-
sary for translation:

* Translation overseer (and assis-
tants if needed)

e Language overseer(s)
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e Team secretary(ies)
e Translation project team(s)
e Compositor(s)

e Digital publishe
Support [19]

Note: Translators serving Service
Department, Legal Department,
and Printery needs are part of
their respective departments and
not part of the Translation Depart-
ment,

), Technical

Translation Overseer

62. He supervises the Translation De-
partment and usually serves on the
Branch Committee. He cares for the fol-
lowing matters: the size of the
translation team (number of permanent
workers and commuters), offices (rec-
ommends where they are located and
whether facilities are rented or owned),
language needs (sign language, Braille,
Web site translation, composition, dig-

ital publishing), training (procedures,

techniques, production), and all trans-

lation personnel. Although it would be =
preferable, it is not necessary for the
translation overseer to have translatmn';\‘

experience. However, he must be up-to-
date with translation gmdehnes, trans-
lation techniques, producn work-
flow, and be thoroughly. familiar with
the circumstances and needs of the'lan-
guages under his t_wemght Iﬂhls work-
load is too heavy, an assistant(s) may
be appointed to help him. If an assis-
tant translation overseer is needed, a
brother who is rellable and responds in
good lime to_the: needs of the lransla-
tion teams should be selected. He co-
operates with the language overseers to
ensure that schedules are met and that
directives from the Branch Committee
and the Governing Body are implement-

ed. Capable language overseers may be
used in this capacity. [20]

Language Overseer

63. He works under the direction of
the translation overseer. The language

overseer should have translation experi-
ence. He must speak the language well
(ideally a native speaker), understand
translation principles, have good over-
sight skills, and be able to organize the
work efficiently. He must be communi-
cative, loving, and kind. When a tem-
porary leam is formed, a temporary lan-
guage overseer should be appointed to
work with the team.

64. Responsibilities: Each language
overseer keeps the translation overseer
informed on worker needs and issues,
translation recommendations, and’ pr0~
duction matters.

e His role is not simply ad'ministra-_

tive; it is a Full-time-assignment re-
quiring interaction with the proj-
ect teams on a:daily basis. His
office should be located where the
project teams are to facilitate such
communication. .

e He thoroughly understands the
‘translation process as set forth by
the. Wrmng Committee, and he
is thoroughly familiar with trans-
Iagon principles and procedures.

. He does not institute his own
“workflow procedures.

e He ensures that proper proce-
dures are followed when assigning
responsibilities to Translation De-
partment workers.

e He assigns work to the project
teams, and he schedules produc-
tion.

e He is responsible for ongoing
translation training.

e He should be sensitive to direc-
tion and feedback from his over-
sight and the field, and he should
be able to give clear direction.

e He should always be on the look-
out for prospective translators.

e He should have access to MDS
and PPD, as well as be given a
printed copy or electronic access
to this chapter of Branch Organiza-
tion.

EXH.029.028.0145_R
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o At times, he will sit in with project
teams as they translate in order to
ensure that they function well and
are following proper procedures.

Assistant Language Overseer

65. When three or more project teams
are needed, it is necessary for the lan-
guage overseer to select an assistant.
One of the brothers serving on a proj-
ect team should be trained to substitute
for the language overscer when he is ill,
away, or otherwise unavailable.

66. Responsibilities: The language
overseer keeps his assistant fully in-
formed of all matters concerning the de-
partment so that he will be able to re-
place the overseer seamlessly when
circumstances require it. The assistant
has access to MDS and PPD, just as the
overseer has.

67. The assistant language overseer is

authorized to make decisions in the ab—

sence of the overseer.

——

Team Secretary g

68. This is a Well—orgamzed brotﬁer
who must be able to: keep track of trans-
lation files, schu:lulc.s, and correspon-
dence. .

e The aecretary shoujd be capable of
commumcaitmg clearly in written
§orfE§E0mdence

.G‘ This aﬁ*‘:lgnment requires some
iskill in organizing and maintain-
mg accurate electronic files,

z
e If a brother is not available, a sis-
“ter may be assigned as secretary.

69. Responsibilities: The team secre-
tary is responsible for downloading and
organizing electronic source materials
from MDS, updating team dictionaries,
backing up publications, and send-
ing completed materials to the printing
branch, as well as keeping track of oth-
er correspondence.

70. At least one other person in the de-
partment should know the basic func-
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tions of the secretary and be kept up-to-
date with procedures so as to be able to
replace the secretary on short notice if
necessary.

Project Teams

71. A project team is made up of three
members who perform the roles of
translator, checker, and proofreader. A
detailed description of the various re-
sponsibilities of each member is pre-
sented in the Translation Workflow doc-
ument. If possible, each language team
should have the full number of project
teams as specified b;z the (Jovermng
Body. [21] S o

72. Responsubllltles. Workmg as a
team of three: (or four in some cases),
ﬂ
the team translates, checks, and proof-
reads its ﬂwn work. It is therefore a re-
qulrement thal the team members be

.able tfﬁ‘work cooperatively in a team set-

‘!{'3

' Although the project team trans-

+ lates, checks, and proofreads to-
gether, each member performs a
specific function in the process.

e Each member must have a good
command of his or her own lan-
guage, and at least two members
of the team must clearly under-
stand the source language. It is
not expected that one individual
will have all the skills needed to
translate, check, and proofread.

e Project team members also serve
as audio coaches and followers.

e Each project requires different
skill levels. Select individuals who
will fit into a project team accord-
ing to their skill level.

e Sisters can be used for most trans-
lation assignments, including the
Bible.

* Whatever the translation assign-
ment, each member of the project
team must have a thorough un-
derstanding of Scriptural truth so
that accurate and faithful transla-
tions can be produced.
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73. It is expected that the cooperative
translation process, as set forth in the
Translation Workflow document, will be
followed by the project team.

74. It is recommended that the project
team members attend congregations
that have meetings in their language
and are using the targetlanguage litera-
ture. This enables them to keep up-to-
date with the language. It also means
that they will personally use the target-
language literature in the field.

75. Because brothers have the respon-
sibility to teach in the congregation, at
least one brother, preferably an elder,
should work on each project team if at
all possible. Branch Committees should
search for qualified brothers who can be
assigned to serve on project teams.

Compositors

76. The compositor must be familiar
with computers, be a quick learner, and
be attentive to detail. He or she should
have an eye for making the text appeal-

ing in appearance and layout. The com-

positor needs to work in close cooper-

ation with the translation team and

be able to follow instructions _géref_q_l-
ly. Each language team needs a‘regular
compositor and a backup compositor.

77. Responsibilities: The compositors
must become completely familiar with
all computer pmgi'ams related to mak-
ing publications. One compos:tor pre-
pares earlyand final: composition of the
translated material. The second compos-
itor does p_ub 1cat10n checking of the
composed pages.
e Both compositors need to work
regularly in composition to main-
tain their skills at a high level.

e Compositors may be given other
work assignments within the de-
partment, such as digital publish-
ing or Braille transcription, espe-
cially when few publications are
being translated and composition
is not a full-time assignment.

® Thorough training is required and
is available on request to the Writ-
ing Committee.
78. Composition is part of the Trans-
lation Department, not the Printery or
Graphics. The compositors should work
in the same physical vicinity as the
translators to facilitate good communi-
cation. Remote translation offices will
usually have on-site compositors.

Technical Support

79. A well-qualified computer support
person must be assigned to the Trans-
lation Department. He has to be famil-
iar with WTS and other programs, used
by the translators. The person must be
available whenever needed.to assist the
translators and be personable in his
dealings. -

80. Responsibilities: He maintains
the Translation: Departmcnts comput-
er program data files. He backs up the
production files every day. He trains all
workers. to use the translation programs

provided by the organization.

“81. Remote translation offices must

have. resident computer support to guar-
antee security and reliable service.

Digital Publisher(s)
82. Research libraries need to be well
maintained and up-to-date. They are
needed to produce EPUB and WPUB
files for the Web sile, the Research Guide,
Watchtower Library, Walchtower ONLINE
LIBRARY, the Whatch Tower Publications
Index, and Braille transcription.

83. As more publications become
available in a language, it will be neces-
sary to assign enough personnel to care
for the items listed in 8:82. Training for
this specialized work is available on re-
quest from the Writing Committee.

84. Additional workers are needed to
produce the Watch Tower Publications In-
dex. Those working on research libraries
should not be assigned to work simul-
tancously on a translation project team.

EXH.029.028.0147_R
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Finding New Translators

85. Only baptized publishers in good
standing are used as translators.

a. Check to see if there are regu-
lar Bethelites who may qualify.

b. Check new Bethel applications
for prospective translators.

c. Meetings held at regional con-
ventions for those interested in
Bethel service provide a good
opportunity to locate prospec-
tive candidates. Those inter-
viewing the prospective appli-
cants should be alerted to the
need for translators. [See Chart
8.2.]

Evaluating Prospective
Translators

86. When evaluating prospective trans-
lators, please follow the latest instruc-
tions from the Writing Committee.

a. The spirituality of the appli- ~
cant needs to be carefully as-
sessed. Humility and modesty
are essential. :

b. The prospective tr'an:-latUE
must be able to wCrrk in a team
enwronment

c. It is rare o fmd a translator
who is lﬂghiy skilled as a
translator, checker, and proof-
read& =
*‘l’hetesnng process should re-

j veal pntenha] in one of
. the areas. Training will be re-
qmr‘ed since it is not expect-
-pd that fully qualified transla-
tors will be found. Individuals

“* who have good basic skills can

be trained.

e. When searching for sign-
language translators, look for
individuals who have keen in-
sight into the way deaf people
think and communicate.

Training New Translators

87. It drains valuable resources to train
someone who does not have the apti-
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tude. Potential will usually be evident
after an initial three-month training pe-
riod. However, it usually takes 12 to
24 months for new members of a proj-
ect team to find their place in the team
and to make a substantial contribution.

e New translators may at times be
assigned to work on a project
team as a fourth member.

e After approximately three months,
qualified translators meet with
the language overseer to decide
whether the trainee exhibits suf-
ficient progress to warrant further
training,. ,

e If it becomes ¢lear during the ini-
tial training period that the trainee
does not have the necessary ap-
titude, he could be reassigned to
another department in Bethel or
to the field.

88. _Training too many people at the
same time places an unreasonable load
» on experienced workers.

'Replacement and Backup Workers

89. When a member of the Translation
Department needs to be replaced, it nor-
mally takes some years before a replace-
ment reaches the desired level of profi-
ciency. This loss can take a heavy toll on
the other members of the department
and on the quality of translation.

90. Even if the team already has its re-
quired quota of workers, backup work-
ers may be given training. They may be
available to help out on a temporary ba-
sis when a regular member of the team
is sick or away. They would therefore be
able to fill in should someone leave un-
expectedly.

91. When a department member gets
married and asks to remain at Bethel,
the Branch Committee should serious-
ly consider what can be done to retain
him if the prospective mate qualifies for
Bethel. There must be available accom-
modations and a work assignment for
the mate. In some cases, the branch is
able to retain the services of a translator
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as a commuler Bethelite while the mate
serves in the field.

Training Members of
the Department
92. Lveryone in the Translation De-
partment needs ongoing training, since
it is important that the workers do not
get into a rut and stagnate in their abil-
ities.

e The language overseer and his as-
sistant are responsible for direct-
ing and monitoring the training of
every individual under their over-
sight.

e Please ensure that you select those
who have specialized skills or, at
least, have the aptitude to serve as
compositors, translators, checkers,
proofreaders, secretaries, comput-
er technicians, research indexers,
coaches, or overseers.

® Project teams should keep up-
to-date with their language, the
source language and, more impor-
tant, stay up-to-date with the truth

as revealed through the faithful

and discreet slave.

e All must have direct access to the
training materials provided by the
Writing Committee. Y

e Compositors must stay t_.lP-.!.Q—date
with the latest methods and style
adjustments made by the Writing
Committee. '

Training at Weekly Meetings

e Material from translation ques-
tions and answers, translator com-
ments, current translation prob-
lems, policy letters from the
Writing Committee, and Translat-
ing for Our Publications and its ap-
pendixes can be considered. [22]

e [etters and comments from the
field on the quality of the vernac-
ular translation can be discussed,

* Refresher courses can be present-
ed by experienced workers on

how to use WTS, research tools,
and reference materials.

e Suggestions that would improve
work habits, productivity, accura-
cy, and so forth should be sched-
uled for general discussion.

e [n addition to their initial train-
ing, members of the department
should be helped to stay up-to-
date with the latest computer
tools, policies, techniques, and di-
rectives from the Writing Commit-
tee.

93. Those working on the Watch Tow-
er Publications Index, the Research
Guide, and Watchtower Library need to
review carefully all aspects of their work
for every new edition they produce.

94. The team secretary should alert the
language overseer of new directives so
that he can arrange appropriate training.
Training Resources

e Training courses are provided
by the Writing Committee. Such
courses include training in trans-
lation techniques, indexing, work-

flow, composition, and organizing
the department.

@ The Branch Committee may ask
the Writing Committee to provide
this or other specialized training.

¢ The Writing Committee automat-
ically arranges training for new
translation teams and for Bible
projects.

REMOTE TRANSLATION
OFFICES (RTOs)

95. The Branch Committee locates
RTOs where the target language of the
translation team is predominant. It is
best to relocate a translation team if
the branch office is situated where the
translators cannot attend meetings us-
ing their language and they are rarely ex-
posed to that language. When consider-
ing an RTO, the branch should review
the latest Remote Translation Office Facil-
ity Guidelines. [23]
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WORKERS AT A REMOTE
TRANSLATION OFFICE
(RTO)

96. The Branch Committee should rec-
ommend three elders to take the lead at
the RTO—a language overseer, a home
overseer, and a maintenance overseer,

Language Overseer

97. The language overseer ensures that
the translation work is well-organized.

Home and Maintenance

98. The home overseer cares for the
personal needs of all workers al the
RTO. He is also responsible for purchas-
ing, cleaning, and meals. The mainte-
nance overseer cares for buildings, secu-
rity, and property. These brothers may
be part-time commuters. For larger
teams, it may be necessary for these
brothers to work full-time, depending
on the need. If some need to reside at
the RTO, it may be good if the language
overseer is one of the residents.

Part-Time Commuters and
Temporary Volunﬂeers

99, Part-time commuters;, offen rebmlar
pioneers, may serve at the: ‘RTO on an
ongoing basis. In prden to translate as-
sembly and conyention materials, expe-
rienced translators may be invited for a
few days, some'weeks, or even a month

EXH.029.028.0150_R

or two. If a volunteer is expected to
serve more than a total of six months
in a year, his application needs to be re-
viewed by the Personnel Committee.

[24]

Full-Time Commuters and
Permanent Members

100. The branch arranges living quar-
ters for some workers, while others com-
mute. If rooming at the RTO is limited,
priority should be given to the language
overseer and to other members of the
translation team. Full-time commuters
work five days a week and receive many
of the same pnvuleges as-regular mem-
bers of the Bethel Farm}y ‘with the ex-
ception that they do not live at the RTO.
Whenever a recommendation is made to
the Personnel Committee for someone
to.serve as a full-time commuter, the
branch should include a recommenda-
tion for an appropriate allowance to cov-
er houqmg, transportation, and personal
expenses.

Spiritual Programs

101. Ensure that all the Bethel spiritu-
al programs are provided at the RTO.
Morning worship and the Bethel family
Watchtower Study should be conducted
regularly. Where possible, RTOs can be
tied in with the branch office for these
programs.
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LIST 8.1

Bracketed References:

A copy of the following documents can be found on the Publication Processing Documen-
tation (PPD) site.

1. See the latest translation priority lists.

. Letter dated GED:ETA June 29, 2010.

. Document Producing Sign-Language Publications, dated March 2010.
. Document Guidelines for Bible Translation.

. Letter dated HWC:HWG July 24, 2012, No. C-9466W.

- Document Caring for the Needs of the Blind and Visually Impaired.

7. Letter dated HWC:EHA April 28, 2011, prowdcs direction on how tra.nslatom may use
the simplified English edition of 7he Watchtower in their work. Letter datchWVC ETA
January 2, 2014, No. C-24522W, clarifies use of the simplified layout-

8. Documents Translating Sing to Jehovah (ESA January 24, 2008) Gmdelmex for Prepar-
ing Lyrics for Sing to Jehovah, Composition Guidelines for Sing to Jehovah (EHA Febru-

ary 14, 2009), and Translating “Sing to Jehovah " Into S:grz Lan_gmge
9. Appendix Outline No. 12. b

10. Letter dated GEA:ESA October 17, 2007, pmwdes comments on handling correction
notices. See “Application of (.orrf:cmms’f guidchnegwdatcd H_Q August 15, 2012. Lg_ng:
dated HWG:EHA Qq;obcrﬁ 2012,

o i B W N

October 17, 2013, No. C-22385W/,

11. Letter dated HWC: HWG 3%532014 No. C-29965W.
12. Letter dated %ETAJM, No. C-30231W.
13. Letter dated HWGHWG March 4, 2013, No. G-15758W.

14. Letter dg;gd GEA.ETA— October 10, 2007, explains how translators benefit from trans-
lation quesnégi and-answers provided for other languages.

15. Appendng\éhtlmc No. 2h.

16. ]‘informatlgn on maintaining the team dictionary can be found in the Appendix out-
ifes. T

17 ]__;gtter dated GED:ETA May 17, 2010, regarding Internet access for translators.

;"11'-8.5 Document Standards Manual (for English publications) is available in the Translation
section of PPD.

19. Letter dated HWC:HWB July 10, 2013, No. C-19448W.
20. Letter dated HWC:HWB June 20, 2013, No. C-18924W.

21. Letter dated HWB:ETA April 18, 2014, No. C-27795W.
22. Letters: GEA:ETA October 10, 2007, explains how translators benefit from translation
questions and answ ided for other | cs; GEA:ETA September 8, 2009, ex-

plains how to use translator comments; GEA:ETA June 26, 2003, includes the documents
Translating for Our Publications and Appendix 1 and provides instructions on using the
appendixes in weekly team meetings.
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23. Letters HWB:ETA July 20, 2011, HPA:HT July 3, 2012, No. C-8894P, and the Re-
mote Translation Office Facility Guidelines provide direction on establishing and support-
ing RTOs. Letter HT:HBB February 1, 2012, No. C-4195P, sets a preapproved budget for
short-term rentals of RTOs. See also the document Remote Translation Office Computer
Equipment Guidelines.

24. Letter from the Personnel Committee dated HWC:HLB December 6, 2013,
No. C-23837L, outlines the policy regarding the approval process for recommending tem-
porary volunteers.

w .

EXH.029.028.0153_R
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SAMPLE 8.1

PREVIEW OUTLINE

Prepared by: [writer’s name] Location: [branch]

Approved by: [Branch Committee member] | Date submitted: [10/15/11]
Magazine edition for which the article is recommended: (choose one)

Awake! X | Watchtower (public edition) Watchtower (study edition)
Which category best sums up the primary objective of the article? (choose one)

Inform the reader about a particular subject, belief, or way of life.—See g 9/11 12-13.

X | Persuade the reader to change his belief about the subject.—See wpll 9/1 21-23.

Motivate the reader Lo lake a certain course of action.—See will 5/15. 11-15. .
Warn the reader against taking a certain course of action.—See g 1_2/{]9 2829

Article Title: Was There Really a Garden of Eden?

Provide a one-sentence summary of the proposed article? Many say that the Eden
account in Genesis is mere myth, bul the facts show that we can trust this
record, which is essential to understanding the rest of God’s Word.

Briefly outline below the main points ami the S'ébondary points the article will cover:

Introduction: People the world over know of the garden of Eden but may
dismiss it as a myth

Discuss and answer four common 6bjcctions to the Eden account

1. Was the g‘a_'rdcn a real geographical place?
2. Isit reallqtlc to say that God made Adam from dust and
Eve from a fib?

3. Do thetrees of life and of knowledge seem more
-mylhlcdl than real?

4. Does not a talking serpent seem like the stuff of fairy
lalu,s”

Why does it matter whether the garden of Eden was real?
The garden reveals much about God’s original purpose for the earth
God intended that mankind fill the earth as a perfect, united family
Jesus referred to that hope as a real one (Lu 23:43); God’s purpose never
changes
To examine and value the Eden account is to embrace a thrilling hope for
the future
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SAMPLE 8.2

[DO NOT SET] References

1. Scientific American, (magazine; New York), Special Issue

2008, entitled “Majestic Universe,” pp. 6-10;

Rare Earth: Why Complex Life Is Uncommon in

the Universe, by Peter D. Ward and Donald Brownlee,
©2000, (Copernicus, an Imprint of Springer-Verlag New
York, NY), heading “Habitable Zones of the Universe,”
Pp. 28~29.

Scientific American, Special Issue 2008, p. 11.

Perfect Planet, Clever Species—How Unique Are We? by
WilliamC. Burger, ©@2003, (Prometheus Books, Amherst,
NY]' ppo 32; 34; 400

World Book Encyclopedia, ©2005 (World Book, Inc.,
Chicago, IL), “Earth [Planet],” electronicref., p. 1.

Perfect Planet, Clever Species—HowUnique Are We?
pp. 24' 34-

Insight on the Scriptures, Watch Tower Bible and Tract
Society of Pennsylvania, 1988, (Watchtower Bible and
Tract Society of New York, Inc., Brooklyn, NY), Vol. 2,
heading “Sun,” p. 1043; -

NASA, Earth Fact Sheet, April 19, 2007, subhead
“Bulk Parameters,’” (http :_[/nssd_t__: .'tjsfc .nasa.gov/
planetary/factsheet/earthfact.html), accessed
March 13, 2008, (of 3) p. 1; .

Encarta Reference L-.i'brary 2005 DVD, ©1993-2004,
(Microsoft Corporation), “Moon Facts and Figures,”

Pe L '

The Victoria College, (Victoria, Texas),

heading “Marine Ecology,” subhead “Tides,”
(http://www.victoriacollege.edu/), accessed April1ll,
2008, (of 5) pp. 2-3.

8. MikoZaj Kopernik i jego nauka, (Nicolaus Copernicus and

His Theory), by Stanistaw R. Brzostkiewicz, ©1973,
(Nasza Ksiegarnia, Warszawa), p. 118.

ORIGINAL POLISH: [strona 118:] PowréciX [Kopernik]

do przyrzadéw, jakich do obserwacji nieba uzywali
starozytni, a poniewaznie byXy one wéwczas w powszechnym
uzyciu, musia% samodtwarzac¢ ichwyglad.

TRANSLATION: [page 118:] He [Copernicus] reverted tousing

the instruments of ancient astronomers, but as they were
not commonly used inhis time, he had to reconstruct them
frompictures.

EXH.029.028.0155_R
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CHART 8.1

How to Determine the Needs of a Language

EXH.029.028.0156_R

Established Translation
What is next on the Priority List?

Review Writing Committee’s
description of the content and the
purpose of a new publication.

For publications yet to be released,
discuss with the language overseer
any details that have been provided
as well as the workload.

Are there any special needs? (Bible,
Insight, audio, video, Braille,
large-print, simplified, Internet
distribution, Watchtower Library)

Before recommending a new

project, review the Publications™. | "

and Formats document on PPD.

New Translation

How many publishers speak the
language?

Are meetings regularly held in this
language? B

How many are dgpe_nde’n"r on this
language for spiritual food? "

In what language do those
attending cori‘iﬁqgnt-_?

%gé 'adi":li'tipnal quéstions on the
New Language Translation

g

Rqugg form on PPD.

Mak_gr\eco'rﬁmgﬁaa'tibns to the Writing Committee.
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CHART 8.2

Factors to Consider When Requesting
Additional Workers for Translation

EXH.029.028.0157_R

2014, No. C-27795W.)

e |s the recommended individual qualified for the assignment?

¢ Do you have the full number of workers allowed by the Governing Body?
(See letters dated HWC:HWB July 10, 2013, No. C-19448W, and HWB:ETA April 18,

Regular Production
(Dated materials)

The Watchtower
Awake!
Our Kingdom Ministry

Convention material and
releases

e Does every worker have a
specific assignment?

e Can you use full-time com-
muters?

« Can the work be handled
by part-time commuters?

e |f requesting a deaf work-
er, review the letter dated
HWC:HWB July 22, 2011.

e |f recommending some-
one as a permanent team
member, has he been
properly evaluated?

Specially Items

Technical Services.

Songbook
New World Translation
Insight

e For Bible translation, did
you assign the most expe-
rienced translators?

* Did you assign replace-
ment workers?

¢ Can experienced transla- ., |

tors be invited as tempo-
rary workers for these
items?-.

Daily backup
Software updates
'Ciomputer's;gm;rity
Research indexing

'Q@er support
Digital formats (EPUB,

WPUB)
Braille production
Composition

Publications Index
production

Waltchtower Library,
Research Guide, WOL

# Do you have a trained
backup compositor?

s Do the RTOs have resi-
dent computer support?

* Do you update Watch-
tower research libraries
regularly?

e Do you have full-time
workers assigned to re-
search indexing?

When requesting permission to add workers to the Translation Department, follow the stan-
dard procedure. To avoid unnecessary correspondence, provide complete information. Let-

ters: HWC:HLB December 6, 2013, No. C-23837L, clarifies the procedure for requesting
temporary workers; HWC:HLB December 6, 2013, No. C-23838L, clarifies the procedure

for recommending potential translators.
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Index

Accidents, 4:22, 105, 108; 5:37
Accounting, 5:1-5
Bank accounts, 5:1
Branch Accounting Guidelines, 5:5
Branch Committee responsibility,
5:1-5
Legal requirements, 5:4
Oversight, 5:1-2

Allowances, 5:6-27

Assembly Hall servants, 5:7, 11

Automobile Expense Account (AEA),
5:7-8,12-15

Commuters, 4:11

Cost of Living Chart (A-40), 5:6, 21

Disfellowshipped persons, 5:19

Eyeglasses, 5:18

Field missionaries, 5:7, 10

Housing, 5:10-11

Insurance, 5:25-26

Moving expenses, 5:27

Pass-throughs, 5:16-17

Personal Expense Account (PEA),
5:7-8, 18-24; Chart 5.1

Record of Allowances (A-29), 5:6,*
10, 21 4

Special full-time servants at brar\:h
but not living there, 5:9 b

Special pioneers, 5:7, 10 14»,’22-27

Taxes, 5:25 (o

Temporary assxgnmen{ 5: 8

Temporary Bethelites, 5: QU

Temporary spec:aT pmnccn s, 5.7,
14,20

Archives, 8:2-3
Articles, writing, 8:4-19
Documenting, 8:14; Sample 8.2
Submitting, 8:15-19
Suggesting, 8:12
Target audiences, 8:8
Assembly Hall servants, 4:116-120
Assignment Desk, 8:6, 9, 12
Audio and video production, 7:132-140
Branch tour videos, 7:140

Equipment and facilities, 7:136
jw.org, 7:139

RAVCs, 7:137

Sign language, 7:135, 138

Auditing, 5:28-32

Branch audit, 5:28-29
Branch Audit Instructions (A-22),
5:28-29
Branch Audit Report (A-21), 5:29
External audit, 5:31
Legal requirements, 5:32
Local audit, 5:30

Bethel family, 4:1-114

Aged and hxﬁrm,_:4::29-2'l

Annual meeting with elders, 4:33

Applicants” age'requiremients, 4:8

Applications; 4:7 .

Automobile Expense Account (AEA),
542

Bethelltes mforelgn service, 4:59-61

'Commendatlon, 2:10; 4:2, 31-32

Commuters, 4:11
Dental, bridge or implants, 5:34
Departures, 4:29-30
Dismissals, 4:14
Elder groups, 4:32
Emergency medical care, 5:37
Expatriate Bethel famnily members,
4:52-58
Eyeglasses and eye exams, 5:18
Fifteen years, 4:17
First five years, 4:15-17, 44-46
First year, 4:14, 18-19
Forms
A-7: Judicial Committee Summary at
Bethel, 4:37
A-8: Application to Become a Bethel
Family Member in the Worldwide
Order of Special Full-Time Servants
of Jehovah's Witnesses, 4:7
S-77: Notification of Disfellowship-
ping or Disassociation, 4:40
5-217: Member Card, 4:13
Funerals, time off for, 4:44
Health care, 4:23, 87-89; 5:35

EXH.029.028.0159_R
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Hospitality, 4:109-112
lllness, 4:16-17, 89
Infirm, 4:20-21
Insurance, 5:26
Invitations, 4:8, 11, 30
Judicial matters, 4:34-40
Announcements, 4:39-40; 7:84
Appeal committees at Bethel,
4:38-39
Keys, 4:97
Leave of absence, 4:44-48
Marriage, 4:18-19
Medical care and expenses, 4:23, 87-
89; 5:33-40
Meetings, elders at Bethel, 4:33
Members of Worldwide Order,
4:11, 15
New members, 4:12-14
Notice to depart, 4:29
Overcoming problems, elders
assisting, 4:4-6, 31-32
Opverstaffing, 4:9
Partiality, 4:3
Passports, 4:28
Personal Expense Account (PEA), p 7
18-21, 23-24
Personal time away, 4:41-42
Productivity, 4:8-9 '
Registering, 4: ‘12-13
Rooming, 4:26..~
Selection, 4:7-8 ",
Semonty 4: 24—25‘
Temporhinaﬂ\él fa,rmly members,
4:7,:26; 789 98, 110
'E?mporary VOTI.I‘I'IfELI“i 4:10
Time off Fébr assemblies, 4:43
o Transfers '4:27-28
Vow of poverty, 4:41
1 Work assignments, 4:13-15, 20, 27,
. 64, 67

Bethel family Watchtower Study,
7:96-98

Commenters, 7:98

Conductors, 7:96

Video tie-in of construction servants/
volunteers, 7:98

Bethel home, 4:12-13, 62-108

Bethel overseer, 2:13
Cleaning, 4:62, 65-70

EXH.029.028.0160_R

Expenses, 4:63, 74, 77, 107-108
Food supplies, 4:77-78, 86
Health care, 4:87-89
Housekeeping, 4:65-70
Kitchen, 4:80-86
Laundry, 4:62, 71-75
Maintenance, 4:62, 90-95, 98-99
Meals, 4:62, 76-86
Registering Bethel family members,
4:12-13
Repairs, 4:75, 90-95, 98-99
Safety, 4:62, 101-105
Schedules
Housekeeping and cleamng,
4:65-70
Laundry, 4: '?3~74
Mamtenance 4:90-94
Secu::_lt-y, 4:62, 96—100
Spring cleaning, 4:70
‘Visitors, 4:109-112

.'fBemeﬁjes in foreign service, 4:59-61
g Ber_l;el overseer, 2:13; 4:67
B_gthel speakers, 7:71-80

~ Evaluation and selection, 7:71-72
Selected as circuit assembly branch
representatives, 7:73
Service talks
By Bethel speakers only; exception
for visiting missionaries, 7:80
Scriptural presentations; slide
or video presentations not ap-
proved, 7:79
Weekend speaking assignments,
7:74-80

Branch Committees, 2:1-36

Appointments handled by Govern-
ing Body, 1:5-6; 2:12-13, 16, 26-30;
6:137-139

Attitude and qualities, 2:1-10

Avoiding partiality, 4:3

Bethel overseer, 2:13; 4:62, 67

Cares for branch property, 4:62;
5:165-168, 174-180

Chairman, 2:17

Communication during difficult
times, 2:33-36

Coordinator, 2:16
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Dealing with people, 2:5-10; 4:1-6,
12-16, 21, 26, 31-33
Emergencies, 4:23, 86, 105
Knows laws of country, 3:20-21, 31,
40; 4:104; 5:4
Looks after property, 4:90-100,
107-108
Meetings, 2:18-21
Overcoming problems, 4:4-6
Oversight responsibilities, 2:13-15
Printery overseer, 2:13
Recommendations to the Governing
Body, 2:26-30; 6:137-139
Recommendations to the Personnel
Committee
Expatriate Bethel family members,
4:52-58
Leave of absence, 4:4748
Marriage, 4:18
New Bethelites, 4:7-8
Remote volunteers, 4:115
Rooming exceptions, 4:26
Temporary volunteers, 4:10
Transfers, 4:28
Unity, 2:22-25
Uses funds wisely, 4:63, 77, 90
When decision not unanimous, 2:20
Work assignments, 4:13-15, 20), 27,
64, 67 ' :

Branch Organization
Use and distribution, Prologue
Branch visits, 6:193-196; 7:67-70
Broadcasting Department, 7:145
Circuit assemblies, 7:2-12, 31
Assemblies served by branch repre-
sentatives, 7:2-3
Not held uinder some circum-
stances, 7.3
Time away, 7:10-11
Travel expenses, 7:9
Visiting speakers serving assem-
blies in other countries under
branch’s oversight, 7:2
Conducted in accord with guidelines
in 5-330, 7:2
Foreign language, 7:4-8
News service, 7:31

Circuit overseers, 2:30; 6:131-161
Computer Department, 3:65-94

Admin, 3:81-86

Approvals, 3:73

Commercial software, 3:93

Data backups and disaster recovery,
3:71-72

Help desk, 3:80

Infrastructure, 3:76-77

Internet, 3:94

Programming, 3:87-92

Responsibilities, 3:68

Security, 3:74-75

Software, 3:65, 70, 73

Standards and guidelines, 3:69-70

Training and support, 3:78-80

Congregation meetings, 7:33-40

Foreign-language groups, 7:37-40

Transmissions, 7:36 _

Video transmissions approved only
for housebound, 7:36

Weekly meeting schedule and for-
mat, 7:33-35

an.g\trifc tion servants and volunte ers,
4:49-51; 5:160-164, 201-203

AEA, 5.7

Assignments, 5:160, 186, 201-203

Disaster relief, 5:163-164

Housing, 5:195

Medical care and expenses, emergen-
cies, 4:50; 5:35-37

Members of Worldwide Order, 4:49

Responsibilities, 4:49

Conventions, 7:13-32

Accident prevention and security,
7:25

Adjustments in program, 7:14

Annual report to Teaching Commit-
tee, 7:32

Assignments for Branch Committee
members, 7:26-29

Delegates to international and spe-
cial, 4:43; 7:13

Expenses, food items and beverages,
7:17-18

Foreign language, 7:15

General guidelines provided in CO-1,
713
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News service, 7:31
Releasing newly translated publica-
tions, 7:19-22
Selection of
Convention cities, 7:16
Convention Committee, 7:23-24
Speakers attending a convention in
another country, 7:30
Time off for Bethelites, 4:43

Coordinators” Committee, 1:8; 3:1-94
Departments, Chart 1.1

Correspondence and communication,
3:1-16
Branch Committee’s role, 3:2-4
Branch File Transfer (BFT), 3:13
Desk symbols, 3:5
E-mail, 3:14
Faxes, 3:16
File naming, 3:8
Memorandums, 3:12
Numbered letters, 3:10
Formats, Chart 3.1
Hard-copy mail, 3:16
Memorandums, 3:11-12
Notes, 3:7
Numbered letters, 3:9-10
Signature, 3:3,11 .~
Standards, 3:6 ]
Telephone calls, 315
Country Cq_xg;mitﬁég_sg 2:37-47
Chairman;; 2:38
(;ﬂﬁ"'réfii'i':g‘gor}’ 2:38
Coui_'!,h'y representatives, 1:5; 2:48-50
"Data protection, 3:59-64
Policy, 3:62
Rights, 3:63-64
Appeal, 3:64
Data subject, 3:63
Scope of Application, 3:61
Dedication programs, 7:41-66
Assembly Halls, 7:54-63
Special meeting on Sunday if Gov-
erning Body member present,
7:63
Branches, 7:41-51
Special meeting on Sunday, 7:52

EXH.029.028.0162_R

Interpreters, 7:53
Kingdom Halls, 7:65-66
Remote translation offices, 7:64

Disaster relief and emergencies, 3:17-
18; 5:163-164
Immediate relief funds, 3:17
Local Design/Construction Depart-
ment, 5:163-164
Safety of those in foreign service,
3:18
Duwelling Together in Unity, 4:6, 13, 41,
43,57, 114
Elders, 4:31-33; 6:52—55_
Annual elders’ meetingat Bethel,
4:33 U nd
Appointment process, 6:52-55
Elder groups.at Bethel, 4:32
Responsibilities at Bethel, 4:31-32

Emergencies, 4:86, 105; 5:33-37

Ex ai}’iate Bethel family members,
xpatriate y

©.4:52-58
Expenses, 4:60-61, 63, 77, 90; 5:33-
40,145
Bethel home, 4:63, 77, 90
Bethelites in foreign service, 4:60-61
Convention travel for expatriate
Bethel family members, 4:54
Funeral, 5:145
Medical care for special full-time
servants, 5:33-40
Field missionaries, 6:1-12
Accommodations, 5:192
Allowances, 5:10
Assignments, 6:5
Deletion, 6:10
Home equipment needs, 6:7
Hour requirement, 6:2
Housing, 6:6
Long-term care, 6:11-12
Marriage, 6:3
Medical care, 5:33-40
Pregnancy, 6:4
Request for Field Missionaries
(5-218), 6:1
Shepherding visits, 6:8
Transferring to Bethel, 4:7
Travel expenses, 5:7; 6:9
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Fires, 4:102-105
Global Health Care Group, 5:33-40

Alternative health care, 5:38-40)
Health care, 5:33-37

Global Purchasing Department, 5:41-47
Emerging market opportunities, 5:43
Global purchasing arrangements,

5:42
Nonliterature Branch Requests, 5:45
Primary purchasing branches, 5:45
Procurement support, 5:46-47
Regional purchasing arrangements,
5:44
Supplier arrangement, 5:47

Governing Body, 1:1-7

Appointments handled by, 1:5-6;
2:16, 26-30, 37-38, 48-49; 6:137-139

Approves major real estate and con-
struction projects, 1:11

Committees, 1:8-20; Chart 1.1

Headquarters representatives, 1:5;
6:193-194
Hospital Information Services, 6:13-28
Housekeeping, 4:65-70
International Printing Group, 5:48
jw.org, 8:1
Legal Department, 3:19-51
Blood transfusions, refusal, 3:45
Child custody, 3:46
Copyrights, protecting organization’s,
3:48 .
Lawsuits for libel, damages, or
injunctive relief, 3:43"
Legal entities and the Worldwide
Order, 3:31-40
Legal status, 3:30
Personal decisions, 3:47
Power of Attorney, 3:41-42
Printed matter against Jehovah's Wit-
nesses, 3:44
Tax matters, 3:49
Visitation disputes, 3:46
Literature to branches, 5:49-82

Admin Master Data, 5:75
Airmail subscriptions, 5:59

Branch Requests, 5:64-65, 72, 74, 80

Branch shipment information, 5:77

Client branch responsibility, 5:56

Communication between warehouse
and client branch, 5:57-58

Forms, 5:76

Importing, 5:79

Insurance and claims, 5:82

Literature inventory control, 5:60-65

Materials Distribution System (MDS),
5:76, 95

Minimum print quantities, 5:74;
Chart 5.2

Overstock, 5:68-70

Personal effects, 5:78

Production approval process, 5:73

Publications to Be Printed sheet,
5:71-75

Regional printing, 5:50-52

Rendering good service, 5:49

Special requests, 5:66-67

Warehouse arrangement, 5:53

Warehouse branch responsibility,
5:54-55

Literature to congregations, 5:83-109

Announcements, 5:89

_Branch responsibilities, 5:95
“Inventory, 5:88, 92-94

Literature at conventions, 5:90-91
Literature-Coordinating arrangement,
5:96-98
Literature distribution, 5:86
Magazine distribution, 5:83-85
Our Kingdom Ministry, 5:89
Processing literature requests,
5:99-107
Congregation literature, 5:99-100
Congregation members and non-
Witnesses, 5:103-105
Periodicals, 5:101-102
Received at the tour lobby, 5:106
Vendors, 5:107
Rendering good service, 5:87
Shipping costs, 5:108-109

Local construction servants, 4:121
Machinery, 4:90, 94-95, 101-103

Care, 4:90, 94-95
Disposing of, 5:111, 131
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Purchasing, 5:111
Safety, 4:101-103

Magazines, 5:59, 66-67, 83-85; 8:4-19
Airmail subscriptions, 5:59
Importance, 5:83-85
Special requests, 5:66-67

Target audiences, 8:8
Writing articles for, 8:4-19

Maintenance, 4:90-95; 5:174-180,
204-206
Maintenance program, 5:174-180
Painting, 4:92-93
Responsibility, 5:165-168, 174-180
Safety, 5:205

Medical care, emergency needs, funer-
al expenses, 4:87-89; 5:33-40, 145,
150, 213

Alternative health care, 5:38-40

Bethelites, 4:23, 87-89

Dental, 5:34

Emergencies, 5:37

Expenditures, 5:35

Eyeglasses and eye exams, 5:18, 34

Funeral expenses, 5:145 %

Transitioning out of speda;] full-time
service, 5:150, 213; 6: 130 !

Travel, 5:36 L‘," ‘

Morning worshlp,ﬁ?,SI-!)S

Chairman reéommendahons, 7:88

Direction.for vmhgg chairman,
7:86-87 % -

C.j;eﬁ”ral de%mes 7:81-84

Erayers, 7‘.92

Reqd.lngs arld Bible highlights,
7:93-94

be ection of participants, 7:89-91

- 'I‘ext and Yearbook readings, 7:95

Two-way transmission approved only
to remole translation offices, 7:85

Video tie-in of construction servants/
volunteers, 7:85

News clippings, 8:12-13
News service and public information,
3:52-58
News service representatives, 3:55
Office of Public Information, 3:53
Public Information Desk, 3:54
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Nonliterature Branch Requests, 5:81,
111, 123-125

Our Kingdom Ministry, 5:89; 6:29-33
Adjustments to local editions, 6:29-30
Announcements, 5:89
Expedited shipments, 5:109
Field service highlights, 6:33
Foreign-language editions, 6:31
How to obtain, 5:106
Language coordinator, 5:98
Literature offers, 6:32
Magazine distribution, 5:83-84

Personnel Committee, 1.:_?; 4:1-115
Photographs, 8:17
Pioneers, 4:1__1

Hours éreéi_te_d to,
part-time commuters, 4:11
) remote"-Volunteers, 4:115

‘Pubhshmg Comrmttee 1:10-11; 5:1-213

Deparlments, Chart 1.1

- Purchasing, 5:110-133

Advanced purchasing issues,
5:128-131
Department members, 5:132
Goal, 5:110
Guidelines, 5:113-127
Nonliterature Branch Requests,
5:123-125
Responsibility, 5:111-112
Support, 5:133
Radio and TV programs, 7:141-144
Remote volunteers, 4:115
Repairs, 4:75, 90-93, 98-99
Buildings, 4:90-93, 98-99
Clothing, 4:75
Rooming, 4:24-26
Bethel, 4:26
Seniority, 4:24-25
Safety, 4:22, 90-108; 5:147, 205

Accident prevention, 4:22
Importance, 5:205

Risk management, 5:147
Vehicles, 4:106


samantha.gallagher
Sticky Note
None set by samantha.gallagher

samantha.gallagher
Sticky Note
MigrationNone set by samantha.gallagher

samantha.gallagher
Sticky Note
Unmarked set by samantha.gallagher


Schools for theocratic training, 5:189-
190; 7:99-131
Bethel Entrants’ School, 7:110-114
Facilities, 5:189-190
Foreign-language classes, 7:131
Graduations, 7:104-108
Instructor recommendations, 7:109
Kingdom Ministry School, 7:124-126
Literacy classes, 7:128-130
Pioneer Service School, 7:113-119
School for Branch Committee Mem-
bers and Their Wives, 7:100
School [or Circuit Overseers and
Their Wives, 7:101
School for Congregation Elders,
7:120-123
School for Kingdom Evangelizers,
7:102-103

To circuit overseers, 6:158-160
To field missionaries, 6:8

Standards Manual, 8:7, 57
Teaching Committee, 1:15-18; 7:1-146

Departments, Chart 1.1
Interaction with other committees
and departments, Chart 7.1

Training, 3:78-80; 4:14; 5:174-177

Computer, 3:78-80

Food service, 4:81

Housekeeping, 4:67

Laundry, 4:72

Maintenance, 4:91; 5:174-177, 205-206
New Bethelites, 4:14

Safety, 4:102-105; 5:205

Vehicle, 4:106
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Transitional medical care and financial
assistance, 5:150, 213; 6:130
Translation, 8:20-101
Adjustments forlocal needs, 8:43-46

Theocratic Ministry School, 7:127
Waltchtower Bible School of Gilead,
6:188-192; 7:99

Service Committee, 1:12-14; 6:1-196

Departments, Chart 1.1

Service Department, 6:34-187

Circuit overseers, 6:131-161
Conventions and assemblies, 6:80-83
Department organization, 6:35-40
Files and filing, 6:174-187 3
Forming congregations, 6:_65-67 vy
Handling telephone calls aﬁdFori'g-
spondence, 6:41-56 .
Master plan for Kingdom Halls and
Assembly Halls, 5:185; 6:163
Organization of permanent congre-
gation files, Chart 6.1
Other desks, 6:162-167
Overseer, 2:13; 6:35
Processing judicial reports, 6:57-64
Regular pioneers, 6:84-86
Service reports, 6:168-170
Special pioneers, 6:109-129
Temporary special pioneers, 6:87-108
Territories, 6:68-79
Shepherding visits, 2:5-10; 4:1-6; 6:8,
158-160, 195-196
Governing Body members to branch

offices, 6:195-196
To Bethel families, 2:5-10; 4:1-6

Approval to translate, 8:22, 39;
Chart8.1

Assistants, 8:62, 6567

Audio publications, 8:21, 27e, 27j, 28

Bible, 8:30

‘Braille, 8:32-33

Composition, 8:76-78

Confidentiality, 8:58-60

Corrections, 8:41-42, 52

Department organization, 8:37-60

Digital publishers, 8:82-84

Index, 8:82-84, 93

Internet access, 8:55

Language overseer, 8:37, 47, 49a, 49¢,
52, 63-66, 92,97

Multimedia publications, 8:36

New languages, 8:25-28; Chart 8.1

Nonpublication materials, 8:23-24

Nonstandard magazine edition, 8:31

Offices and equipment, 8:54, 95, 98

Printing, 8:28

Priority lists, 8:22a, 29

Project teams, 8:71-75

Proofreading, 8:51-53

Quality of translation, 8:49-50, 52

Questions, 8:47-48

Reference materials, 8:55-57
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Remote translation offices, 5:181;
8:78, 81, 95-101
Research Guide, 8:22¢, 82, 93
Schedules, 8:38, 40
Secretary, 8:68-70, 94
Sign language, 8:29, 86e
Simplified editions, 8:34
Songbook, 8:35
Standards Manual, 8:57
Technical support, 8:79-81; Chart 8.2
Training, 8:27e-f, h-j, 28-30, 87-88,
92-94
Translation overseer, 2:13; 8:62
Translators
Commuters, 8:91, 99-100
Marriage, 8:91
Prospective, 8:85-87
Qualifications, 8:27f, 27h, 72, 75,
85-86
Replacements and backups,
8:89-91

Requesting additional, Chart 8.2

Watchtower Library, 8:82-83, 93

Watchtower Research, 8:55

Weekly meetings, 8:24, 92

Workflow, 8:3942, 5‘1—53_,:,-"' 4

Treasurer’s Office, 5:1, 134-156

Analyzing costs, 5136 .

Bank relahonsh:ps Sdb

Budgeting, 5: 137"138

Cash management 5 139-141

Donat1§ns, B 142‘

Fmancmg Kingdom Halls and As-
fembly I:]all:: , 5:143

Funds held by various legal agencies,
5944

Fﬁi‘lerals, 5:145

Hdmamlarlan aid, 5:146

*nsurance, 5:147-148

Investments, 5:149

Real estate, 5:151-152

Risk management, 5:153

Spending wisely, 5:137-138

Taxation, 5:154-156

Transitional medical care, 5:150

Vehicles, 4:106-108
Accidents, 4:107-108
Disposing of, 5:131
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Driver training, 4:106
Insuring, 5:147
Purchasing, 5:111
Security, 4:100

Vow of poverty, 4:41

Watchtower Bible School of Gilead,
6:188-192

Web Publishing, 8:1
Web sites, 8:1
World headquarters

Committees and departments,
Chart 1.1; Chart 3.1

WHQ Travel Department, 7:146
Worldwide Design/Construction
Department, 5:157-206
Assembly Halls, 5:182-187
Bible Schools, 5:189-190
Budget approval and project tracking,
5:170-173
y -CQ;ifggfuction Committees, 5:168,
- 202-203
‘Construction Project Committees,
+ 5:161, 168
Construction servants/volunteers,
5:201-204
Forms, 5:170-206
DC-31: Property Evaluation, 5:196
DC-41: Project Approval Request,
5:170
DC-42: Project Change Order Re-
quest, 5:171
DC-43: Project Report, 5:170
DC-44: Final Project Report, 5:170
Kingdom Halls, 5:182-187
Local Design/Construction Depart-
ment, 5:163-164
Maintenance, 5:159, 174-180
Master Plan, 5:172, 185, 196
Project development, 5:169
Project Tracking module, 5:170, 196
Property, 5:196-200
Regional Design/Construction De-
partment, 5:160-162
Remote translation offices, 5:181
Residences for special full-time ser-
vants, 5:191-195
Role of Branch Committee, 5:165-168
Safety, 5:205
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Writers, qualifications, 8:7, 14
Time to do writing, 8:10
Wrriting, 8:4-19
Articles, 8:8-16
Assignment Desk, 8:5, 9, 12

Confidentiality, 8:7
Experiences, 8:11

|
Life stories, 8:11
Preview outlines, 8:#,' Sample 8.1
“Writing for Our Journals,” 8:7

Writing Archives, 8:2-3

Writing Committee, 1:19-20; 8:1-101
Departments, Chart 1.1

Writing desks, 8:4-9, 14-19
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